CYB.RGE

Delivering Value. Scientifically.

Brief: This ILT session was created to provide an overview of various tasks of the client’s retail and
inventory systems.

Tools & Technologies:

A Acrobat POF | @ Microsoft PPT



Recelve Purchase Order for
Serialized and Non-Serialized
ltems

Date: Nov 2012
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Objectives

By the end of this lesson, you will be able to list
the steps to receive a serialized and non-
serialized purchase order.
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Recelving a Purchase Order G

EN

PROJECT SWED!
CHANGE?RME

A purchase order (P/O) is created to receive physical
iInventory in the store. A P/O is created and approved by a
Retail Specialist and received by an administrator.

A P/O can include both Serialized and Non-Serialized
Inventory items.

Serialized items are either scanned or manually entered while
receiving the P/O. Non-Serialized items are entered based on
the total quantity while receiving the P/O.

oy
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Receiving a Purchase Order it

PROJECT SWED!
CHANGERH!%

You receive a P/O when the status is updated to approved.

To receive a P/O:

1. Log on to the MicroTelecom application.

2. From the Inventory tab, click Search P/O.
The Purchase Order Search window opens.

3. In the File list select the search parameter and enter the
search terms.

*If you do not have specific search parameters, click
Search P/O.

=
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Receiving a Purchase Order (Cont.)

EX purchase Order

i‘.'p))

PROJECT SWEDEN

CHANGERH!%

The Purchase Order Search
window displays a list of
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File
System Ref # = : purchase orders matching the
= g8) SearchPiO h criteri

From Date: @] 12110126 12.00 A [E~ To: [ 121026 11:59 Pl [E~ \ Search criteria.

Vendor: All v

Lt LIMKETKAT g T

Sales Rep: All -

Status: Al - LimitResults To: 100  +

| OrderNo  OrderDate  Status PO # | Vendor | Invoice  Order Amt RcvdAmt Rep VendorID StoreID  InvoiceDate il
=l
7; 10/26/2012 . | AIKONTECH SVC CENTER PO.00 P0.00 12422|10/26/2012

i 1010 10/26/2012 Approved 1010  AIKONTECH SVC CENTER P0.00 P0.00 Admin 11172 12422 10/26/2012

! 1009 10/26/2012 Order 1009  AIKONTECH SVC CENTER P0.00 P0.00 Admin 11172 12422 10/26/2012

5 1008 10/26/2012 Order 1008  ALABANG TOWN CENTER 1008TMP  P2,737.50 P2,737.50 Admin 12110 12422 10/26/2012

l 1007 10/26/2012 Order 1007  ALABANG TOWN CENTER P0.00 P0.00 Admin 12110 12422 10/26/2012

? 1006 10/26/2012 Order 1006  AIKONTECH SVC CENTER 1006TMP P0.00 PO.00 Admin 11172 12422 10/26/2012

| P2,737.50| P2,737.50]
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Receiving a Purchase Order (Cont.)

o

PnoJEcT SWEDEN

IANGERIt

EX purchase Order. Search (6 Records

File
System Ref # v
— Search P/IO
From Date: 11211026 12:00 AW [~ To: [¥] 121026 11:59 P [F~ :
Vendor: All v
Location: !LIMKETKAI gJ =
Sales Rep: All &
Status: Al - LimitResults To: 100
‘OrderNo  OrderDate  Status PO # Vendor | Invoice  OrderAmt RcvdAmt Rep  VendorID  StoreD | InvoiceDate

F
» 1011|10/26/2012 | Approved | 1011 AIKONTECH SVC CENTER P0.0D| P0.00| Admin 11172 12422 10/26/2012

1010 10/26/2012  Approved 1010  AIKONTECH SVC CENTER Open Original P/O 11172 12422 10/26/2012
B 1009 10/26/2012 Order 1009  AIKONTECH SVC Receive P/O Admin 11172 12422 10/26/2012
i 1008 10/26/2012 Order 1008  ALABANG TOW 100 Approve P/O Admin 12110 12422 10/26/2012
1007 10/26/2012  Or PUTOD PUTOU Admin 12110 12422 10/26/2012
- 1006 10/26/2012  Or 4. Double-click a 6TMP P0.00 P0.00 Admin 11172 12422 10/26/2012

purchase order and
select Receive P/O.

P2,737.50| P2,737.50
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Receliving a Purchase Order (Cont.) G)

The PO Receive Screen

File  Print Tools .
displays the purchase
General Bill Tt Ship Tt Search a
| - I AL | ] order to be received.
P/O Date: 10/26/2012 6:13 PM B+~ Invoice Date (AP): f 10/26/2012 6:14 PM i
Order #: | 1011 | Vendor: / AIKONTECH SVC CENTER ~ » || 'TEMS: l 21]
P/O #: | 1011 | Vendor inv#: | | TOTAL: ] P9,709.39|
GIL # | | Signed By: | Admin | iginal P/O. l
 ItemID ~ Item Description 'QTYOrd.  QTYRov. | Cost ' Total
. = Order#: 1011 (10/26/2012)
N 1220 HANDSET SOLO P1.99
" P68.95

Nokia1600 NOKIA GSM1600
303943 USB CABLE (922-9342) 20

5. Double-click the QTY
Rcv. column to receive a
serialized item in the P/O.

DON4 70

-

45| Add New Item I@Ramvesded;ed_j%l Sub Total:
Delivery By: DB Schenker - Air- Regula v  Receive Date: 2612012 6:22 PM [ Freight:
Terms: CASH v Items Received: [j] Tax:
Note: Total:
Discount: l:|
 NewpiO | [ save ‘ \ s;pg:g  Jenckig [ Add ey { print |

211
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Receiving a Purchase Order (Cont.)

a:}c}))

PROJECT SWEDEN

CHANGE?RME
PO Receive Screen z .
The Missing Vendor
File  Print Tools .
Invoice number popup
G | i i .
enera [ Bill To | Ship To | Search window opens.
P/O Date: 10/26/2012 6:13 PM [~ Invoice Date (AP): & 10/26/2012 6:14 PM £
Order #: | 1011 | Vendor: /" AKONTECH SVC CENTER TIEMS: | 21|
P/O #: | 1011 | Vendor Inv#: pdl | || ToTAL: | P9,709.39|
GIL #: | | Signed By: | Admin | l Open Original P/O- _]
ftem D ' Item Desgrinti _OTYOrd  QTYRov. | Cost  Total ]
& Order#: 1011 (10/26/2012) ‘Missing Vendor Invoice number =
¥ | Pteol |
J Nokia1600 NOKIA GY r/“ x ; P68.95
;J 203943 USB CAB @ Do you know the Vendor Invoice number? P901.79
[ Yes ] No
f : | | R :
4] Add New Item | & RemoveSeIectedIt_-LnJ 6. Click No if you do not have P°~°°]
Delivery By: DB Schenker - Air - Regula v  Receive Date: 10 the Vendor Invoice number. P0.00
Terms: CASH ¥ |tems Received: NOtEZ The Vendor InVOICe P0.00
Note: \number is optional. [ Poog)
| Discount:
Lock P/O Transfer Scan Non - Add ltems by :
_tewro || ome || cpnm | | conamng | | Semneme | ST | e
212
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Receiving a Purchase Order (Cont.) @:)

|/ Scan Items) The Scan Items
Import Export Options window opens.
1220 - HANDSET SOLO n

Enter / Scan Item Serial Number:

| Add ftem

i

7. Enter the serial number
of the item received in the
Enter/Scan Item Serial
Number field.

[0 Remove Items

i@ Bstch Labels

I{% Save & Close ‘

Scanned 0 Items

213
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Receiving a Purchase Order (Cont.) »

PROJECT SWED!
CHANGERH!%

Import Export Options
1220 - HANDSET SOLO

Enter / Scan Item Serial Number:
12300000002] Add tem | 8. Click Add Item.
# ltem SN -

() Remove fiems

&3 Batch Labels

@ Swe&@!@eej
Scanned 0 Items
9. Click Save & Close.
214
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Receiving a Purchase Order (Cont.) {})

IANGERIt

Sing,.. Skipped 0/ 1 The Operation
Import EXPO" OP"OHS Completed Successfully
1220 - HANDSET SOLO popup window opens.

Enter / Scan Item Serial Number:
Add ltem I

# ltem SN
1 12300000002
OperatlonCompletedSuccessfuﬂy \ S |
( \ 1 out of 1 items have been entered.
Return to P/O Screen? {O e

[ Yes I [ No J i& Batch Labels

10. Click Yes to return
to the P/O screen.

Save & Close |
'L

Scanned 1 Items

215
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Receiving a Purchase Order (Cont.) o4

T US

L%l Receive P/O #1011 =l
File Print Tools
General | Bill To | Ship To | Search |
P/ODate:  10/26/2012 613PM [~ Invoice Date (AP): #° 101262012 6:22 PM @ || 9oenalPO Sum
Order #: | 1011 | Vendor: /" AKONTECH SVC CENTER  + || 'TEMS: [ 21|
PO #: | 1011 | Vendor Inv #: P ] 1011TMP | TOTAL: [ P9,709.39|
GIL # | | Signed By: I Admin I \ Open Original P/O I
 ItemID | ltem Description 'QTYOrd.  QTYRov. | Cost Total 1
S = Order#: 10 0126120
| 1220 HANDSET SOLO 1 1 P1.99 P1.99
| Nokia1600 NOKIA GSM1600 10 P68.95
| 303943 USB CABLE (922-9342) 10 pan1 7q

item is received as shown

B The serialized inventory
in the QTY Rcv. column.

l@ Add New Item ‘I [% Remove Selected Item | Sub Total:
Delivery By: DB Schenker - Air - Regula ~  Receive Date: 10/26/2012 6:22 PM Freight:
Terms: CASH v Items Received: Tax:
Note: Total:

Discount: [ ]
\ Lock P/IO
\\ New P/O ﬂJ L Save [ Shippment

Transfer Scan Non - Add ltems by g
Remaining | Serial ltems Sku —
216
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Receiving a Purchase Order (Cont.)

f}ﬁ))

PROJECT SWEDEN

CHANGE##%:
L] Receive P/O #1011 el
File  Print Tools
General | Bill To | Ship To | Search |
P/ODate:  10/26/2012 613PM [~ Invoice Date (AP): &° 101262012 6:22 PM @ | ||SfeiealPO Sum:
Order #: | 1011 | Vendor: & AIKONTECH SVC CENTER  + ERAS: I
P/O#: | 1011 | vendorinv#: 7| 1011TMP | || ToTAL: |
GIL #: | | Signed By: | Admin | [ Open Original P/O
item ID ' Item Description 'QTYOrd.  QTYRcv. | Cost  Total 1
| & Orderd#: 1011 (10/26/2012)
" 1220 HANDSET SOLO 1 1 P1.99 P1.99
% = — reemee— —
| 303943 USB CABLE (922-9342) 10 P901.79
11. Double-click the QTY
Rcv. column to receive bulk
serialized item in the P/O.
FErer Jrm——— Sub Total
Delivery By: DB Schenker - Air- Regula v  Receive Date: 10/26/2012 6:22 PM Freight:
Terms: casH ~  ltems Received: Tax:
Note: Total:
Discount: [
Lock PiO Transfer Scan Non - Add ltems by :
[ Nerts | L Sa J { Shippment l Remaining J [ Serial ftems L SKU [ s o J'
217
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Receiving a Purchase Order (Cont.) *q)m

CHANGE !
P The Scan Items
[12. Click Import. mpott) Expoit. Optons window Opens.

Nokia1600 - NOKIA GSM1600 I]

Enter / Scan Item Serial Number:
i Add ltem _'l

# ltem SN

e
By

Bonial

Scanned 0 Items

218
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Receiving a Purchase Order (Cont.)

a:}c}))

EN

PROJECT SWED!
CHANGERH!%

Import | Export Options

From Text File JOKIA GSM1600

From Excel File
[v| Delete after Import Addiens

Batch Import (Coupons) '

13. Select Batch Import
(Coupons) to receive bulk
serialized item in the P/O from
the Import drop-down list.

g

p—

[% m,&.@!@j’j

Scanned 0 Items

© Proprietary and Confidential Information of MicroTelecom
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Receiving a Purchase Order (Cont.) @:’

=== 14. Enter the first serial \ — —
"= number in the First ltem E I

Serial Number field.

A GSM1600 -

\ -
First ltem Serial Number: 16- Enter the quantity of
[ ay: [____]_J theinventory item in the
Last Item Serial Number: Qty field.
\ Add ltem J

15. Enter the last serial
number in the Last Item
Serial Number field.

‘\ O Remove Items

l@ Batch Labels

k% Save & Close ‘

Scanned 0 Items

220
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Receiving a Purchase Order (Cont.) F

DEN

CHANGER"

Import Export Options

Nokia1600 - NOKIA GSM1600
First tem Serial Number: @

321000000011 Qty: 10|
Last Item Serial Number:

321000000020 { R J

# ltem SN

Scanned 0 Items

221
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PROJECT SWED!

Receiving a Purchase Order (Cont.)

CH ANGEBEEINS

Import Export Options
I Nokia1600 - NOKIA GSM1600
First Item Serial Number: @

Last Item Serial Number:

( Scan Completed.

10 items have been entered.

Return to purchase order?

&3 Bstch Labels

Yes No

( 18. Click Yes to return to W
the purchase order.

Scanned 10 Items

222
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Receiving a Purchase Order (Cont.)

f}ﬁ))

PROJECT SWEDEN

CHANGE
L] Receive P/O #1011 el
File  Print Tools
General I Bill To | Ship To | Search |
P/ODate:  10/26/2012 613PM [~ Invoice Date (AP): &° 101262012 6:22 PM @ | ||SfeiealPO Sum:
Order #: | 1011 | Vendor: & AIKONTECH SVC CENTER  + ERAS: I
P/O#: | 1011 | vendorinv#: 7| 1011TMP | || ToTAL: |
GIL #: | | Signed By: | Admin | [ Open Original P/O
~ temID Item Description 'QTYOrd.  QTYRov. | Cost Total 1
{2 = Orders#: 1011 (10/26/2012) '
W 1220 HANDSET SOLO 1 1 P1.99 P1.99
Nokia1600 NOKIA GSM1600 10 10 P68.95 P689.50
303943 USB CABLE (922-9342) 10 P901.79
The bulk serialized inventory
item is received as shown in
the QTY Rcv. column.
|E]_Addnewsien ] |12 Remove selectmdzion) Sub Total
Delivery By: DB Schenker - Air- Regula v  Receive Date: 10/26/2012 6:22 PM Freight:
Terms: casH ~  ltems Received: Tax:
Note: Total
Discount: [
Lock P/O Transfer Scan Non - Add Items by :
[ Nerts | L Sa J { Shippment l Remaining J [ Serial ftems L SKU [ s o J'
223
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Receiving a Purchase Order (Cont.)

f}ﬁ))

PROJECT SWEDEN

CHANGEH#:
L] Receive P/O #1011 el
File  Print Tools
General | Bill To | Ship To | Search |
P/ODate:  10/26/2012 6:13 PM @~ Invoice Date (AP): &% 10/26/2012 6:22 PM W || 2oemEdtu
Order #: | 1011 | Vendor: & AIKONTECH SVC CENTER  + ERAS: I
PO #: | 1011 | vendorinv#: 7| 1011TMP | TOTAL: |
GIL #: | | Signed By: | Admin | [ Open Original P/O.
item ID ' Item Description 'QTYOrd.  QTYRcv. | Cost  Total ]
| & Order#: 1011 (10/26/2012)
S 1220 HANDSET SOLO 1 1 P1.99 P1.99
Nokia1600 NOKIA GSM1600 10 10 P68.95 P689.50
» 0394 B CAB 922-934 0 P901.79
19. Double-click the QTY
Rcv. column to receive bulk
serialized item in the P/O.
[-E] Add New Item | | & Remove Selected Item L
Delivery By: DB Schenker - Air- Regula v  Receive Date: 10/26/2012 6:22 PM Freight:
Terms: cASH ~  Items Received: Tax:
Note: Total
Discount: [
Lock P/O Transfer Scan Non - Add Items by :
[ Nerts | L Sa J { Shippment l Remaining J [ Serial ftems L SKU [ s o J'
224
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Receiving a Purchase Order (Cont.) @’

The Enter Quantity Received
popup window opens.

[303943]

Enter Quantity Redievec

@ Scan Each

Enter Non Serialized Quantity for:

20. Select the quantity of
the non-serialized item
| from the Enter Non-

1‘3 Cancel J

oK

Serialized Quantity For
list.
{ 21. Click OK. }

Note: You can also scan the bar
code of each non-serialized
inventory item by clicking Scan

Each. This functionality is optional.

© Proprietary and Confidential Information of MicroTelecom

225

ICRO



.. .23
Receiving a Purchase Order (Cont.) it 4

File Print Tools

General | Bill To | Ship To | Search |
P/ODate:  10/26/2012 613PM [~ Invoice Date (AP): &° 101262012 6:22 PM @~ | ||SfeiealPO Sum
Order #: | 1011 | Vendor: /’ AKONTECH SVC CENTER TIEmS: I 21|
PO #: | 1011 | Vendor Inv #: i ] 1011TMP | TOTAL: | P9,709.39|
GIL #: | I Signed By: I Admin | l Open Original P/O _l
item 1D Item Description 'QTYOrd.  QTYRcv. | Cost Total i
| & Orderd#: 1011 (10/26/2012)
1220 HANDSET SOLO 1 1 P1.99 P1.99
Nokia1600 NOKIA GSM1600 10 P68.95 P689.50
'S 203943 USB CABLE (922-9342) o 10] P901.79| P9,017.90

The non-serialized inventory
items are received as shown
Lin the QTY Rcv. column.

A

5] AddNewitem | £ Remove Selected Item |

D . gula v Receive Date: 102612012 6:22 PM Freight:

2 22. Click Save to v P0.00

: < s i e
receive the P/O. eme recene =

N ) Totat

~ Discount: [ ]

| | Lock PIO Transfer Scan Non - Add Items by :
New P/O Save " l Shippment ] ‘ Remainins)‘,__" [ Serial ltems J L SKU [ Print ;-,'I
ICR’D
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Receiving a Purchase Order (Cont.)

=

= -

£l Receive P/O #1011 m BT
File  Print Tools
General | Bill To | Ship To | Search |
P/ODate:  10/26/2012 613PM [~ Invoice Date (AP): &° 101262012 6:22 PM @ | ||SfeiealPO Sum:
Order #: | 1011 | Vendor: # AKONTECH SVC CENTER ERAS: [ 21|
P/O #: [ 1011 ] Ver( The P/O S q | || ToTaL: | P9,709.39|
e ave
G #: [ | Sig : I
popup window opens.
 itemID ~ Item Description —— "ATVonrd  QTYRov. | Cost | Total 1
| & Order#: 1011 (10/26/2012)
o 1220 HANDSET SOLO 1 P1.99 P1.99
Nokia1600 NOKIA GSM1600 @ P/O #1011 Successfully Saved. 10 P68.95 P689.50
5 ERERE USB CABLE (922 i 10 P901.79| P9,017.90
— Ref Order #1011

——

23. Click OK. tub Total

reight:

Delivery By: DB Schenke( 24. Click Lock P/O 101261205
Sl st | Shipment to lock =
o the purchase order. ) Total: ;
w Discount:
New PiO I Save él R1;ransfer ‘ l Add: geKTLs by { _— ||
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Receiving a Purchase Order (Cont.) &'-7;,

CHANGERH!%

- .

f® PO Receive Screen - B %
File Print Tools

General [ Bil To | Ship To | Search |
PIODate: 102622012 6:11PM [~ Invoice Date (AP) 4 102612012 6:15 PM B> ||oealEosum:
Order# | 1010 | Vendor: /® AKONTECHSVCCENTER v || 'TEMS: | 21|
PIO#: 1010 ) TOTAL: P9,710.04
a | The Lock and Transfer Items ] [ ]
' | popup window opens.

[em 1D | emDescrigton QWO QIYRo.  Cost Tl |

=) Order##: 1010 (10/26/ e e H =
1220 P2.64 P2.64

Nokia1600 P68.95 P689.50

You are about to lock this PO and transfer the backordered items to a
303943 @ new P/O P901.79 P9,017.90

Are you sure you want to continue?

=

e

&) addnewtien | | revorESSEcETER oot
Delivery By: DB Schenker - Air-Regula v Re 25 CIle Yes to IOCk Freight:
Terms: - | Tax [ o
Ne""s i "1 the P/O and transfer =
s Lthe backordered items. | %
Discount: [:l
\ \ Lock P/IO Transfer Scan Non - Add ltems by : I
228
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Receiving a Purchase Order (Cont.)

GCJ;)

PROJECT SWEDEN

CHANGE iz

f® PO Receive Screen —TE%

File  Print  Tools

General | Bil To | Ship To | Search |

P/ODate:  10/26/2012 6:11 PM [~ Invoice Date (AP): &° 1012612012 6:15 PM Ev || SdainalPO Sum:

Order & | 1010 P PR SIS S— ITEMS: 21|

PIO#: | 1010 An information box confirms that TOTAL: P9,710.04]

GIL #: | the received inventory transfer

- - P/O was successfully locked. = , ,

temID tem D, NRev.  Cost Total |
; =) Order#: 1010 (10/26/12012)

o 1220 ”g. ol |1 P2.64 P2.64

| Nokia1600 i P68.95 P689.50
L 203943 ]  P90179| P9,017.90
I @ Recieved Inventory Transfer P/O #1010 was successfully locked.

\

45| Add New Item I &) Remove Selected Item J b Total:

Delivery By: DB Schenker - Air- Regula v Receive Date: 10126120 26. Click OK. ight:

Terms: CASH v Items Received: Tax:

Note: Total:

piscount: [ ]
Lock P/O Transfer . Scan Non - Add ltems by :
: Newpng' S8 !J Shippment Remnmm___l  Serial ltems ﬁ!l SKU ot |
229
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Receiving a Purchase Order (Cont.)

Cp))

PROJECT SWEDEN

CHANGEH#:
Receive P/O #1012 m
2 o The P/O is locked and a
General l Bil To | ship To | seact new P/O is created for the
P/ODate:  10/26/2012 6:11 PM [J+ Invoice Date (AP): & 10262012 615 P packordered items. The
Order #: | 1012 | Vendor: # axontecHsvecel receive PO process is
PIO#: [ 1010 | Vendor Inv #: V4 comp|ete_
\
GL# | | Signed By: | Admin | l [ Open Original PIO ]‘r
femiD. | em Description oTYOd.  [QTYRo. [Cost  (Tol
" & Orderd#: 1010 (10/26/2012)
B 1220 == P2.64 P2.64
| Nokia1600 P68.95 P689.50
'0" PO has been locked and the remaining transfered to PO Ref #1012
oK I
[@ Add New Item J l@ Remove Selected Item ] N Tata 200l |
Delivery By: DB Schenker -Air-Regula v Receive Date: 10/26/2012 /27 Click OK. \
Terms: CASH o | iigre Recoat Note: Transfer Remaining
Note: allows an administrator to
convert the P/O to a read-only
| format and to transfer the
Lock PIO Transfi .
[ New PIO ‘ ‘ Save ‘ [ Pl ‘ } Pt ] \_backordered items to a new P/O;/
230
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Try Your Luck A

Which field do you need to click to receive
serialized items in a PO Receive Screen?

a. Scan ltems
b. QTY Rcv
c. Select bin

d. Lock P/O

231
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f.'xﬁ))

PROJECT SWEDEN
CHANGERH!%

Time for Practice!

Open the Receive a PO for Serialized and Non-Serialized Items
workbook and perform the following in the training environment:

= Exercise 1: Receiving a purchase order

Note: Some exercises might require you to use the
data sheet provided by your instructor.
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Review

You should now be able to receive a purchase
order by following the steps listed to receive
serialized and non-serialized items.
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Thank You
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