Receiving Purchase Order

1. Toreceive apurchase order click on Inventory, Purchase Orders, Receive.
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2. Thenyou will see the Receive Purchase Order window.
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3. Next, enter the Purchase Order Number that you want to receive and click

“enter” on your keyboard.
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4. Now enter the Purchase Order Number that you want to receive and hit enter
on your keyboard and your existing P.O. should come up.
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5. If you did not receive all the products that you originally ordered click on the
specific product in this P.O and put in the quantity received and hit enter on

your keyboard.
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6. Then once you have made any changes you need to your QOH, click on save
and all of your guantities on hand will automatically be updated.
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