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RECEIVING MERCHANDISE

In the RMH Manager, click Inventory / Purchasing (bottom left side of screen) — Items.
Click the RED Purchase Orders button.
Click the New button at the top left of the screen (pink button).

Select the supplier you want to receive product for by clicking on the magnifying glass
next to supplier (example: MTDOR). Also enter in any other info you want to like order
date or order number.
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7.  Enter in the middle part of the state number (example: Black Velvet = 11777) on
the Item lookup line, and enter in the quantity received on the Quantity line. Click
Accept to add the item to the PO and click Done when you are done adding items to

the PO.

8.  When done adding all items to the PO, check the PO total and it should match
the vendor invoice. The total will normally not be an exact match for state Purchase
Orders because of rounding. If the total matches, click Release at the top of the

window.

9.  Once you click Release, you should see a new button that says receive. Click

the Receive button.

10. Next click the Items Tab.
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11. Click the Receive All button at the top of the window. (Purple truck) then, click on
the OK button on the receive all message.

12. Click on the Commit button at the top of the window and the, click on the OK
button when the screen says this will modify the quantities in the item database. Do
you wish to continue? Then click Yes on the complete delivery message. You can
print a receiving document if you click OK on print receipt. Or, click cancel if you do
not wish to print a receipt.

Your on hand inventory quantities should now be increased by the quantities on the
Purchase order that you just received.

You can use this same procedure for receiving in both state and non-state items.



