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1.0 Maintain Warehousing Receipt: 

Warehousing\ Receipts/Inspection\ Receipt 

Overview 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

A. Click this icon  to create new receipt. 
 

 

 

 

 

 

 

 

 

 

B. Next, insert the Delivery Order number in 
the “Packing Slip” field and also the date 

received in the “Receipt Date” field. 

 

C. Then, click “Save”. The new Receipt No 

is automatically generated once the data has 

been saved. 

 

D. Click this icon to create new receipt line. 

 

 

 

E. Insert the Purchase Order No in the “PO 

NO” filter. 

 

 

 

 

 

 

F. Select the required line to maintain receipt 

based on the item/part no. If more than one 

line needs to be maintained, highlight the 

required lines. 
 

G. Click “Link and Close”. 
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H. Double click the receipt line. 

 

 

 

 
 

 

 

 

 

 

 

RECEIPT LINE tab 

 

I. Insert the quantity received in the 

“Quantity” field and also in “Packing Slip 

Quantity” field. Tick “Final Receipt”. 

 

J. Insert the receipt date in the “Receipt 

Date” field and Delivery Order No in the 

“Packing Slip” field. 

 

 

 

 

 

 

 

 

 

 

 

 

ITEM, LOCATION tab 

 

K.  For Lot Control item, lot no must be 

generated. Go to Actions and click 

“Generate Lot”. 

 
 

For “no lot control item”, no need to 

generate the lot no.  

User may notice it where the field for 

Generate Lot is dimmed. 

 

 

 

 

 

 

Now the lot no has been generated. 
 

L. Next, click “Save and Close”. 
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M. Then, click “Confirm Receipt”. Once 

confirmed, generate advice and put away 

process will be done automatically.  

 

 
 

 

 

 

 

The receipt line is now confirmed and put 

away. 

 

N. Next, click “Print” to proceed. 

 

 

 
 

 

 

 

O. Click “Print” to proceed. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

P. Select either “Print GRN” to print the 

receipt in Goods Received Note format or 

others and click “OK”. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Q. Insert “D” in the Device field. Next, click 

“Continue”. 
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This is the printing format for GRN.  

 

Print the receipt by clicking at the Printer 

icon at upper right column.  

 
 

 

 

 

 

 

 

 

 

 

2.0 Maintain Receipt Correction: 

Warehousing\ Receipts/Inspection\ Receipt 
Overview 

 

R. Insert the “Receipt NO” in the Receipt 

field. 

 

 

Receipt correction is done in order if the 

user didn’t tick final receipt or to do 

adjustment less from the quantity received 

as long the PIV is not printed. 

 

 

S. Click at the receipt line. Then, go to 

“Action” and select “Correction” and 

“Correct Receipt Line”. 

 

 

 

 

 

T. Insert the quantity to be modified in the 

“Received Quantity” field and “Packing 

Slip Quantity” field. 

 

U. Tick “Final Receipt”. 

 

V. Click the “Process” command button. 

 

 

 

 

 

 

 
 

 

 

 

The receipt is now has been corrected and the 

received quantity has been updated. 
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