
 

 

Gap Management – Honeywell checks 
Date: 07/08/2025 

To: Site Leaders, Inventory Team and Receiving Team. 

From: Inventory Team 

RE:  Gap Management How To - Manual Process. 
 

There is always a reason why stock is not coming in. It may have been deleted by the Supplier, or it may not have 
a min or a max against it. 

If you notice that something has been out of stock for several days, it needs to be investigated. 

Before walking the aisle: 

• Check products in any overstock areas 

• Check Logistics: What stock is waiting for replenishment? What is sitting in customer hold 
and Faulty goods.  

• Be aware of products in multiple locations: Displays and dumpbins. Multiple shelf 
locations. 

When you get to your first location, you will: 

Walk in the aisle with a Honeywell. You will scan every gap into Product Review in the Honeywell. You are 
only looking at products where we have NO STOCK 

Each product needs to be reviewed, in the Honeywell. 

 

• Does it have a min and a max against it? If not add a min max – scroll down further to see the sales. 

• Is the product obsolete? 



 

 

• Has the product been superseded or replaced with a like product? 

• Is the Supplier information correct? 

• Is the product set up correctly to reorder? 

                   

• Is it on order? See above product - If yes -Move onto the next product. 

NOTE: If the stock does not come in within 5 working days, then something is not right – Has an old order not 
been deleted or finalized properly? 

• Does it say we have stock on hand? If yes: Where is it? 
 

If Sympac says you have stock on hand or the product requires further investigation: Create a Product list in 
the Honeywell for investigation after your gap scan. 

 

• When you have finished your gap scan check, send the list, for the site Manager to upload. 



 

 

Investigate your product list from Honeywell 
Open POS, log in and enter through to input product, select F5, load PDE and then select product list. 
 
Find your product list – in this case batteries and then select load. 

 

See below product listing in POS. 

 

Open product enquiry so you can investigate the products on the list. 



 

 

Correct Supplier set up for 
Warehouse Products: 

 

Correct Supplier set up for 
Chargeback/Agency Products: 

 

Correct Supplier set up for 
Direct Products: 

 

 

** When you finish your investigations, exit out of POS. 

Check that: 

Is the product set up correctly?    Products will not auto order if they are not set up correctly against the correct 
Supplier.  

- is the Main supplier correct? See main supplier box in examples below 

- Is the Source correct? See Source box in examples below 

- Is Ordering allowed? See Ordering box in examples below – (Allow) 

 

 

       

- Was it an error from last Stocktake? 

 

 

 

 



 

 

Stock adjustment sheet for missing stock 

Once you have checked all the above, you will complete an electronic Gap Management sheet for the Site 
Managers approval. 

They will email to the Inventory team.  inventory@faggsgroup.com.au

 

**Ensure you fill out all relevant columns. Including the date, and time you checked it, the reason (if you have an 
idea why) and the actual and Sympac Stock on Hand. 

Suspected Theft 
If you believe the stock is missing due to theft, give this information to your Site Manager so they can invoice the 
stock to the Shrinkage account. 

 

We will continue with this every week so each aisle will get easier every time you do it and eventually it 
will only take a few minutes to rectify. 

 

Do not sit on your hands and leave it for the next person, it is all about caring and accountability. Be 
proactive. 
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