
 
 

 

 

Navigating RFID: 
The RIOT Portal 

 
 

 



TABLE OF CONTENTS 

Contents 

1 IN T R OD U CT I ON  .................................................................................................................................................. 3 

2. THE RF ID  PORT AL ............................................................................................................................................... 3 

3.1. A C C E S S  T HE P O R T A L  … ...................................................................................................................................................................................... 3 

3.4.2.1. Handscan List .................................................................................................................................... 5 

3.4.2.4. Summary Header .............................................................................................................................. 9 

3.4.2.6. Scan ................................................................................................................................................ 11 

3.4.2.7. Variance Report .............................................................................................................................. 12 
 



 

1 INTRODUCTION  

To help you navigate the RFID Portal whilst using the RFID mobile device and scanner for stock count / stock take 

activities. 

 

 
 

2. THE RFID PORTAL  
 

 
 

3.1. ACCESS TO THE PORTAL … 
Store/ Operations specific: Explain where the store staff can access the portal on the store machine or access via the URL, 
eg. https://mystore.riotinsight.com et. RIOT will provide you with a URL. 
 
Add your own screen shot  

3.2. LOGGING INTO T HE PORTAL 
 

 

Step Action / Screen 

 

• 

For Store Managers, login with your store credentials. This could be your branch code without any letter in it, 
or the username provided by store ops. 

For Area Managers, login with the Area Manager credential provided by the Operations team. AM’s can login 

with their company-issued laptops.  
 This portal can be accessed from more than one work station in your store at the same time, or from any 

internet enabled device, using the correct URL (web address) with the correct username and password 

 

https://mystore.riotinsight.com/


3.3. THE RFID PORTAL LANDING  PAGE 
 

 
 

Step Action / Screen 

1. The user name will be displayed in the top right hand corner. 

 For AMs, this will reflect as your AM login credentials. 

 

3.4. THE RFID MAIN MENU  

3.4.1. SEARCH TAB 

 

 

 

Step Action / Screen 

1. • Item Lookup – Look for an item using the EPC, bar code or style number. This can also be used to view an 
image of an item that you are searching for.  

• Tip: Finding the item you are looking for can be aided by the “Item Lookup” on the mobile device. 

 

 



3.4.2. INVENTORY TAB (Your lifeline      ) 
 

 

Step Action / Screen 

 

1. 

• Handscan list – shows a list of all items scanned and submitted from the scanner. 

• Reserved – Lay-by (or other reservations items, like customer keep asides, staff uniforms et) – shows a list of 
lay-bys or other reservations that have been reserved. 

• Variance report – this is the starting point to begin the stock count/stock take.   

 

 

3.4.2.1. Handscan List 
 

 

Step Action / Screen 

1. • Click Submit to refresh the data. 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action / Screen 

 

2. 
Uploaded EPCs – all the EPCs on the scanner that were sent to the Portal (the message your receive on your 
scanner that says “x amount of tags uploaded”).  

 

3. 
Imported EPCs – all the new EPCs or tags that were counted that will be added to the scan on the variance 

report. If you count with 2 scanners in the store, you won’t duplicate your count if you scan over the same 
area and submit under the same Count ID. 

4. Duplicate EPCs – EPCs that were already counted that will not be added to the scan again. 

5. Unknown EPCs – Any stray tags. 

6. Invalid EPCs – Non-compliant tag (remember to check if your scanner is set to TID mode. If so and your store is 
not TID enabled, invalid EPC’s will reflect). 

 
 
 

3.4.2.2. Reserved – Lay-buy 
 

 

Step Action / Screen 

1. • Click Submit to refresh the data. 
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Step Action / Screen 

2. Lay-bys are captured and reflected as single line items. Example: If you scan three different lay-by items and 
submit the entry, 3 different items will reflect in 3 separate lines 

 

 
 

3.4.2.3. Variance Report 
 

 
 

Step Action / Screen 

3. Site id- this will reflect your user name 

4. Department (by commodity) 

 
 
 

5. 

Filter: 

• 0’s: Stock that matches (so the target match what was scanned). 

• Stray: Tags that do not match your store’s PMM stock quantity. E.g. tags from other brands or stores 

• Overage: having more units than are reflected on the target count amount 

• Shortage: having less units than reflected on the target count amount 

6. Group (by department) 

7. Count id- the scan name submitted by your RFID handheld device. You can use the default name (which will 
the date of the scan or the date of the scan and the department selected).  
 
You can also change the default name but please then ensure every scan is submitted under the same name 
(with no difference in spacing, use of capital letters et), or else the scan will not be “added” to the same count 
ID on the portal.  It will be viewed as a separate count. 

 

  

 
 

 
 

 



Department Drop Down List 

 

 
Group Drop Down List 

 
 

 
Count id Drop Down List 

 



3.4.2.4. Summary Header 

 
 

Step Action / Screen 

1. Summary Header will show a summary of the scan. Read from left to right 

2. File: Details about the count e.g. Count id, Scan date 

3. Stock Accuracy: Details pertaining to the PMM and scan values (count completion overall) 

 

3a 
Target: The quantity of stock you are counting against (or the scan value that you are working towards). Eg. 
Target = 5, Scanned = 1, Stock Loss = -4  
 
Sometimes the target number can be different from your expected stock numbers. The target number may 
exclude brands or stock items that should be “filtered out” in your store.  Your aim should be to match the 
count results as closely as possible to the Target amount that is reflected on the variance summary header on 
the left hand side of your page. The “i” next to the variance summary header will explain which stock items are 
“filtered out” from the expected stock number. 

3b Scan: The amount of units scanned on the mobile device and sent to the variance report. Remember no stock 
unit will be counted twice under the same Count ID on the same day 

3c Variance = Scanned – Target (physical stock vs system) “stock loss or gain” 

3d Complete: Percentage to count completion 

 
4. 

Item accuracy: Details pertaining to the unit level accuracy 

Differences = Overages + Shortages (physical stock per SKU vs system) “item accuracy” 

E.g. Target expected = 5 units of blue denims ... Scanned = 5 units of black denims.  The target number was 
looking for 5 blue denims, so the Difference is therefore still 10 units.  

This also applies to size. If your target number expects 5 size 34 Levi’s and you scan 5 size 32 Levi’s, the 
difference value will be 10 (because you are short 5 items that you should have in stock, and over 5 items that 
you should not have in stock). 

4a. Accuracy: Percentage of unit accuracy measured against the target amount 

5. R: Rand value of units short and over 

5a. Net: The sum of total loss at cost price 

6. Absences: Need clear definition here (SKU’s expected in your store that you do not have any stock off (of any 
colour and size. Or is this at item level and therefore should have correlation to the difference value in the 
variance report?) 

6a. NOSBOS (Not On Shelf But On Stock)- Need clear definition here. Is this referring to refill (so items in your back 
stock that you have no size of on your sales floor?) 

7. Calculate Refill: The button you can use to calculate what needs to be replenished from your back stock to 
your sales floor i.e. you have no size 32 denims in light blue on your sales floor, but you have 6 in your back 
stock. 

 
 
 
 
 
 
 

1 

2 
 

3 3a 3b 3c 3d 

4 

5 

6 

4a 
5a 

6a 

7 



3.4.2.5. The Target value on the variance report summary 
 

Clicking on the blue information icon will display the Filtered Stock pop up: 

 

 
 
 

Step Action / Screen 

1. Expected: The total stock amount based on last night’s expected stock 

2. Filtered: Any EPCs counted by the scanner which does not belong to your target count 

2a. The total units of all the filtered stock 

3. Target: the expected stock number minus the filtered items (scan value that you are working towards). 

 
 

 
 
 

 
 

 
 

 
 
 

 



 
 

 

3.4.2.6. Scan 
 

Clicking on the blue information icon will display the Scan Details pop up: 
 
 

   

Step Action / Screen 

1. Scan = Total scanned items – (off stock + unknown + filtered) 

2. Off stock items: Laybuys 

3. Unknown items: stray tags 

4. Filtered items: Any EPCs counted by the scanner which does not belong to your Target (PMM) number. 

5. Total: All imported EPC’s on the hand scan queue for the scan ID you are scanning against. 

   
 

   
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 
 

 
 

 
 

 
 

Tips: 

 

 

 

 

 

By using the filters, you are now able to clearly identify on stock vs off stock 
it. 
The goal is to align the Complete and Accuracy fields  

Aim to find as many Shortages as possible. 

Aim to reduce as many Overages as possible. 

The Net value reflects the actual rand value stock loss for that count. 



 

3.4.2.7. Variance Report 

 

Step Action / Screen 

 
 
 
 
 
 
 

1. 

The column headers are: (from left to right) 

• Category: Department name 

• Description: Description of the item 

• PMM: Stock quantity on PMM 

• Scan: Quantity for the current count 

• Variance: The difference between PMM and the scanned 

• Difference: The sum of shortages and overages 

• Ext Cost: Extended Cost 

• Ext Price: Extended Price 

• Loss: Rand value amount 

• Scan %: Completion accuracy for the category 

 

3.4.2.8. Drilling down for details 

 
   
 
 

 

 
 

 



 
Step Action / Screen 

2. Click on each arrow to expand the line and see the details. 

3. View the style, description and EPC. 

4. When looking for an item, click on the style number to view the image. 

 Data will display on multiple pages. When expanding, scroll to the following page to view details of all current 

departments. 

 

 
 

Step Action / Screen 

5. Click on the green icon to view the location of the SKU. 

6. View Back Store quantity. 

7. View Sales Floor quantity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.4.2.9. Confirm Adjustment (Store Manager) 
 
 

 
 

Step Action / Screen 

 

1. 
Handscan id: Select the count to be adjusted. Only one count can be applied per day. All other count ids will 

be cleared from the Handscan id drop down after an adjustment is done. 

 

2. 

Target (previously PMM): The stock number reflected on PMM (SOH, DSM) for today will be reflected in the 

top right corner.  

 
 
 
 

3. 

Sync/Validate: You are able to confirm the adjustment if you are satisfied with the values displayed on the 

Adjustment Header. Any rejected departments will affect your Adjustment Header. When you reject 

departments you have to then click Sync.      .  If you don’t press Sync you will get an error message . 

Once you click Sync the Adjustment Header is updated and you will see that the triangle changes to a green 

tick. This means that all the rejected departments have been successfully included in 

your count results. 

 4. Click Confirm Adjustment to apply the results. 

 
  

 



 

3.4.2.10. Confirm Count (Area Manager) 
 

 
 

Step Action / Screen 

1. Select the store from Site ID and the date of the count from Handscan id. 

 

 
 

Step Action / Screen 

2. Click Submit to refresh the data. 

 

 
Step Action / Screen 

3. Handscan id: Select the count to be adjusted. Only one count can be applied per day. All other count ids will 
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 be cleared from the Handscan id drop down after an adjustment. 

4. 
Target (previously PMM): The stock number reflected on PMM (SOH, DSM) for today. Your aim should be to 

match the count results as closely as possible to the Target amount. 

 
 
 

5. 

Sync/Validate: You are able to confirm the adjustment if you are satisfied with the values displayed on the 

Adjustment Header. Any rejected departments will affect your Adjustment Header. When you reject 

departments you have to then click Sync.      .  If you don’t press Sync you will get an error message . 

Once you click Sync the Adjustment Header is updated and you will see that the triangle changes to a green 

tick. This means that all the rejected departments have been successfully included in 

your count results.  

6. Click Confirm Adjustment to apply the results. 

 



3.4.3. ANALYTICS TAB 
 

 

Step Action / Screen 

 
 
 

1. 

• Item accuracy – The accuracy level of an item including style, colour, size, etc. 

• Differences – The total difference between overages and shortages. 

• Stock accuracy – A percentage representing the total items scanned compared to the PMM expected 

count. 

• Absenses – Critical absences are the items that PMM says are in the store but reflect as zero when 

scanned. 

 Note: Analytics will only become available after an adjusted count has been processed (reflects 

after 24 hours) 

 
3.4.4. ADJUST TAB 

 

 
 

Step Action / Screen 

 
1. 

• Confirm count – allows the store manager to view and/apply count results. 

• Adjustment – A summary of all stock adjustments done with a drill-down for the specific adjusted stock 

counts/stock takes. 

 

 



3.4.5. DASHBOARD TAB 
 

 
3.4.6. REPLENISHMENT TAB 

 

 
 

Step Action / Screen 

2. Select the department from the drop down list. 

3. Total Refill – total items in the Back Stock that there are zero of on the Sales Floor. 

4. Refill column – total reflects as 9, and 1 is what should be on the Sales Floor. 

 

 

 

 

 

 

  

 

 

The dashboard will reflect as per the profile of the individual who is 
logged in – either Store Manager or Area Manager. 

Refill report – A report reflecting items which are not on the Sales Floor 
that can be replenished from what is currently in Back Stock. 



3.4.7. OPERATIONS TAB 
 

 
 

Step Action / Screen 

 

1. 
Count Summary – Reflects the last count on the device, last adjustment and cumulative adjustments. 

Rejected Departments – Used by Ops Admin only 

Encoded Tags Report – Used by Ops Admin only 

 
 

 
 

 

Tips: 

It’s best to sort the variance report from overages to shortages. 

To minimise the amount of data displayed on the report, it helps to exclude all zero variances (all 

expected items were counted e.g. Expected = 8 and Scanned = 8) 

The variance list can be sorted by percentage accuracy, rand value variance and unit number 

variance 

When investigating, work on highest variance in percentage accuracy, rand value and unit count 

items first. Click on the column name to sort in ascending or descending order. 

When investigating variances, check the transaction date to see when any lay-bys were last added 

to the system. All lay-bys should be processed on the RIOT system one day prior to stock take or 

stock count. 

 



 


