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4	 Under	Select a Column to Sort By,	click	one	of	the	
	 following,	and	then	click
	 -	Location
	 -	ItemID.
5	 Review	the	INVENTORY BY ZONE	REPORT	to	

determine	which	inventory	to	move	out	of	the	virtual	
location	and	into	the	storage	location.	

For more information about performing an ad hoc move, 
see “Ad hoc Move Requests,” under,“User Support & Quick 
Reference Guides,” on the ICBS-R web site.  For inventory 
declared unserviceable in either UNS-1 or UNSNWT-1, 
adjust it out instead of moving it.

To verify an empty virtual location

A virtual location is not an actual location in the warehouse, 
but must be cleared out and its inventory moved to a physical 
location in the warehouse.

1	 On	the	Analytics	menu,	perform	one	of	the	following
	 -	for	cache	users,	click	Launch WMS Reports
	 -	for	NWCG	users,	click	Launch NISCC Reports.

2	 Click						to	run	INVENTORY BY ZONE REPORT.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #3.

3	 Under	Zone,	click	to	select	the	virtual zones	that	you	want	
to	verify	are	empty.

This quick reference guide explains how to prepare for and generate count tasks from the console. 
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To confirm no in-process issues, work orders, or 
tasks

Except for open refurbishment work orders all other issues, 
work orders, and tasks must be complete.

1	 On	the	Analytics	menu,	perform	one	of	the	following
	 -	for	cache	users,	click	Launch WMS Reports
	 -	for	NWCG	users,	click	Launch NISCC Reports.

2	 Click						to	run	PHYSICAL COUNT PREP REPORT.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #3.

3	 Click
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4	 Review	the	PHYSICAL COUNT PREP REPORT	to	
determine	any	in-process	tasks,	orders,	and	work	orders.

5	 When	finished,	run	the	PHYSICAL COUNT PREP 
REPORT	again	to	verify	that	nothing	is	in-process.	

The PHYSICAL COUNT PREP REPORT contains three 
lists: Task List, Issue List, and Work Order List.  Except 
for incomplete refurbishment work orders, be sure to work 
through each section to complete tasks, ship orders, and 
complete work orders.

ICBS-R Helpdesk:  866-224-7677  
email:  helpdesk@dms.nwcg.gov
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To verify item location dedications

Inventory must not be in a location it doesn’t belong.

1	 On	the	Analytics	menu,	perform	one	of	the	following
	 -	for	cache	users,	click	Launch WMS Reports
	 -	for	NWCG	users,	click	Launch NISCC Reports.

2	 Click						to	run	DEDICATED LOCATION VIOLATIONS 
REPORT.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #3.

3	 To	show	a	specfic	zone	of	dedicated	violations,	click	to	
select	the	Zone	of	your	choice.

To show all violations in the cache, skip this step!

4	 Under	Select a Colum to Sort By,	click	one	of	the	
	 following,	and	then	click
	 -	Location
	 -	ItemID.

5	 Review	the	DEDICATED LOCATION VIOLATIONS 
REPORT	to	determine	which	inventory	must	be	moved	to	
its	correct	location,	or	update	the	dedication	for	that	location	
if	the	inventory	is	correctly	located.	

For more information about performing an ad hoc move, see 
“Ad hoc Move Requests,” under, “User Support & Quick 
Reference Guides,” on the ICBS-R web site.
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To create a count request

This task explains how to create one count request per aisle.  
This method allows you to: manage counts easier, view 
accuracy for the aisle, and accept variance for one aisle at a 
time.

1	 On	the	Inventory	menu,	click	to	select	Create Count 
Request.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #2.

2	 Click	the	Request Type	drop-down	arrow,	and	then	click	to	
select	Physical Count.

3 Under	Count Request Criteria	in	the	Zone	text	box,	search	
for	or	type	the	Zone	you	want	to	count.

4 In	the	Aisle Number	text	box,	type	the	aisle number	you	
want	to	count,	and	then	click 
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To create a count request for a location group

This task explains how to create one count request for a 
location.  This method allows you to: ignore frozen locations, 
obtain more granular control, and accept variance for one 
location at a time.

A	 On	the	Inventory	menu,	click	to	select	Create Count 
Request For Location Group.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #2.

B	 Click	the	Request Type	drop-down	arrow,	and	then	click	to	
select	Physical Count.

C Click	to	select	Aisle/Bay/Level.

D Under	Count Request Criteria	in	the	Zone	text	box,	search	
for	or	type	the	Zone	you	want	to	count.

E In	the	Aisle Number	text	box,	type	the	aisle number	you	
want	to	count,	and	then	click 
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Click                             .         . 
to show the number of locations 
in the count request

Once you click the Create Count Request 
button, this screen does not refresh. If you 
click this button again an error will result!
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To ensure all physical locations are accounted for

Run the PHYSICAL COUNT LOCATIONS NOT COUNTED 
REPORT to list all locations not included in the count requests.

1	 On	the	Analytics	menu,	perform	one	of	the	following
	 -	for	cache	users,	click	Launch WMS Reports
	 -	for	NWCG	users,	click	Launch NISCC Reports.

2	 Click						to	run	PHYSICAL COUNT LOCATIONS NOT 
COUNTED REPORT.

If logged on as an NWCG user, click to select the cache of 
your choice before proceeding with step #3.

3	 Under	Zone,	click	to	select	all	zones	with	virtual	locations	
you	wish	to	ignore	in	the	count.
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To select more than one Zone, press and hold [Ctrl] and then 
click to select the zones of your choice.

4	 Verify	that	the	Physical Count Year	identifies	the	correct	
year.

5 Under	Select a Column to Sort By,	click	one	of	the	
	 following,	and	then	click
	 -	Location
	 -	ItemID.

6	 Review	the	PHYSICAL COUNT LOCATIONS NOT 
COUNTED	REPORT	and	create	count	requests	for	the	zone	
and	aisle	combinations	listed	in	the	report.
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The LAST COUNTED column 
lists the date of the last 
physical count.  If this column 
is blank, the location has not 
been counted since the end of 
the last month of the current 
physical count year.

For more information about 
assigning count tasks for 
outstanding variances see 
the Quick Reference Guide, 
“Managing Count Variances.”
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