
 

 

Receiving – Creating an Inventory Receipt Manually 

AV Ref #633 

 

 

There is also a video showing how to perform this function: 

Receiving – Manually Creating A Receipt (1:45) – AV Ref# 431 

 

About: 

 

To add quantities and update cost to your inventory items, you must create a receipt. 

There are several ways to create a receipt, such as using the Purchase Order builder or 

uploading a spreadsheet. The procedure outlined below is the manual method for 

receiving in inventory. The manual method is quite similar to creating a workorder in that 

you will create a ticket, add line items and close the ticket.  

 

How:  

 

1. Click on Views  Receiving 

 

2. Click on the Receipt icon on your toolbar: 
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3. On the Receipt/Transfer View/Edit screen (shown below), select the correct 

vendor you need to receive inventory from: 

 

 
 

4. Find the correct vendor and double-click on them to bring them back to your 

receipt: 
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5. On the Receipt/Transfer View/Edit screen (shown below), click on the Line 

Item tab.  

 

6. If you already know your product #, at the bottom of the screen, you will key in 

your product number and <enter> 

 

7. If you don’t know the product number of the item you are receiving in, click on the 

binoculars beside the Product # field and find your item on the inventory lookup 

screen. Double-click to make it active.  

 

8. Key in the quantity you are receiving in and the new cost of the item. (Include any 

FET amount in with the cost you are entering. FET will be automatically broken 

out for you in the Unit FET box.) 

 

9. To update cost and quantity only, simply click on the Save Item button. 

 

10. To update selling price, along with cost and quantity, you will click on Save 

Item & Update Pricing. Update your prices accordingly (See AV #415 for more 

info on this function!) and then click on the Save & Exit button.  
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11. Repeat for each additional item you are adding to the receipt. When you are 

finished, click on the Payment tab (shown below).  

 

12. Click on the button to Apply A/P Terms. 

 

13. Click on the Close (or Print & Close) button at the bottom.  

 

14. If you chose, you may assign a Salesrep. Click OK: 

 

  
 

 

 

 

 

 

 

 

 

Option Settings:  

 

**NOTE - Users must have password permission to create and close receipts (P71). If 

you need to give a user password permission to perform this function or take away 

permission, please contact your system administrator. 


