
 

 
1. From the main screen click Inventory / Purchase Orders / Receive. 

 

 

2.  In the top left corner of the Purchase Order screen, either type in the purchase order 
number you’re receiving if you have it, otherwise using the drop-down boxes, select the 
Vendor you’re receiving from, then choose from the “Open Purchase Orders” dropdown. 

 

 

 

 

 



 

3.  If you received everything exactly like you ordered, simply click the ‘Save’ button to 
update your inventory quantities. 

 

 

4. If, however, you did not receive all of the products you ordered, you can highlight a line 
item which will bring that product to the top of the page. Type in a new ‘Quantity Received’ 
and click ‘Enter’ on your keyboard.  Then click the Update (Upd) button to update the 
purchase order. If the amount you received is zero, type zero and update as opposed to 
deleting the product line. 

 

5. Once you have made your changes, click the ‘Save’ button.

 


