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By the end of this lesson, you will be able to list 

the steps to receive a serialized and non-

serialized purchase order.

Objectives

205



© Proprietary and Confidential Information of MicroTelecom

Topics

 Receiving a purchase order
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Receiving a Purchase Order

A purchase order (P/O) is created to receive physical 

inventory 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. 
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Receiving a Purchase Order

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.)

The Purchase Order Search 

window displays a list of 

purchase orders matching the 

search criteria. 
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Receiving a Purchase Order (Cont.)

4. Double-click a 

purchase order and 

select Receive P/O.
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Receiving a Purchase Order (Cont.)

The PO Receive Screen 

displays the purchase 

order to be received.

5. Double-click the QTY 

Rcv. column to receive a 

serialized item in the P/O. 
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Receiving a Purchase Order (Cont.)

6. Click No if you do not have 

the Vendor Invoice number. 

Note: The Vendor Invoice 

number is optional.

The Missing Vendor 

Invoice number popup 

window opens.
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Receiving a Purchase Order (Cont.)

7. Enter the serial number 

of the item received in the 

Enter/Scan Item Serial 

Number field.

The Scan Items

window opens.
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Receiving a Purchase Order (Cont.)

8. Click Add Item. 

9. Click Save & Close. 
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Receiving a Purchase Order (Cont.)

10. Click Yes to return 

to the P/O screen.

The Operation 

Completed Successfully 

popup window opens.
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Receiving a Purchase Order (Cont.)

The serialized inventory 

item is received as shown 

in the QTY Rcv. column.
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Receiving a Purchase Order (Cont.)

11. Double-click the QTY 

Rcv. column to receive bulk 

serialized item in the P/O. 
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Receiving a Purchase Order (Cont.)

The Scan Items

window opens.
12. Click Import.
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Receiving a Purchase Order (Cont.)

13. Select Batch Import 

(Coupons) to receive bulk 

serialized item in the P/O from 

the Import drop-down list. 
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Receiving a Purchase Order (Cont.)

15. Enter the last serial 

number in the Last Item 

Serial Number field.

14. Enter the first serial 

number in the First Item 

Serial Number field.

16. Enter the quantity of 

the inventory item in the 

Qty field.
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Receiving a Purchase Order (Cont.)

17. Click Add Item.
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Receiving a Purchase Order (Cont.)

18. Click Yes to return to 

the purchase order.
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Receiving a Purchase Order (Cont.)

The bulk serialized inventory 

item is received as shown in 

the QTY Rcv. column.

223



© Proprietary and Confidential Information of MicroTelecom

Receiving a Purchase Order (Cont.)

19. Double-click the QTY 

Rcv. column to receive bulk 

serialized item in the P/O. 

224



© Proprietary and Confidential Information of MicroTelecom

Receiving a Purchase Order (Cont.)

20. Select the quantity of 

the non-serialized item 

from the Enter Non-

Serialized Quantity For 

list.

21. Click OK.

The Enter Quantity Received

popup window opens.

Note: You can also scan the bar 

code of each non-serialized 

inventory item by clicking Scan 

Each. This functionality is optional.
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Receiving a Purchase Order (Cont.)

22. Click Save to 

receive the P/O.

The  non-serialized inventory 

items are received as shown 

in the QTY Rcv. column.

226



© Proprietary and Confidential Information of MicroTelecom

Receiving a Purchase Order (Cont.)

23. Click OK.

24. Click Lock P/O 

Shipment to lock 

the purchase order.

The P/O Saved 

popup window opens.
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Receiving a Purchase Order (Cont.)

25. Click Yes to lock 

the P/O and transfer 

the backordered items. 

The Lock and Transfer Items 

popup window opens.
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Receiving a Purchase Order (Cont.)

26. Click OK.

An information box confirms that 

the received inventory transfer 

P/O was successfully locked.
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Receiving a Purchase Order (Cont.)

27. Click OK.

Note: Transfer Remaining

allows an administrator to 

convert the P/O to a read-only 

format and to transfer the 

backordered items to a new P/O.

The P/O is locked and a 

new P/O is created for the 

backordered items. The 

receive PO process is 

complete.
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Try Your Luck

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

a. Scan Items

b. QTY Rcv

c. Select bin

d. Lock P/O
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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.

233



© Proprietary and Confidential Information of MicroTelecom

Thank You
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