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Enter/Edit Items Received

Chapter
Three

ENTER/EDIT
ITEMS RECEIVED

3.
1Purpose

The Inventory Receivings functions are used to enter and to post items received from
vendors.  If you are using the OMNI Purchase Order module,  inventory receivings probably 
are better entered in that module.  The OMNI P/O module maintains a receivings history 
file.

See the instructions in Chapter One for information on the add,  change,  delete,  
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                  Please select application

            █__   1. Add new receivings

                  2. Change existing receivings

                  3. Delete existing receivings

                  4. Print receivings edit list

                  5. Post receivings to inventory

                  6. Create backup work file

                  7. Restore backup work file

                  8. Assemble kits/create receivings records            
                      PRE-assembled kits only
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and print options shown on the menu above.

3.
1Explanation of Receivings Options

1. Add new receivings - Allows you to enter quantities received and new costs.  
Use this option to:

Enter items received from packing slips or from invoices.

2. Change existing receivings - Allows you to correct any receivings transaction 
in the work file (RECTRX.DAT).  Use this option to:

Make corrections to transactions.

3. Delete existing receivings - Allows you to delete a receivings transaction.  
Use this option to: 

Erase a transaction that was entered in error.

4. Print receivings edit list - Prints a complete listing of all transactions in 
the receivings work file.  Use this option to:

Verify the receivings entries before posting.

5. Post receivings to inventory - Posts the quantities received to the inventory 
master file.  Use this option to:

Update quantity on hand and costs in the inventory master file.

6. Create backup work file - Creates an on-line copy of the receivings work file.
Use this option to save you work file before posting in case of error.

7. Restore backup work file - Copies the transactions in a backup file to the 
receivings work file.  Use this option to copy the contents of a backup file to the 
receivings work file for posting.

8. Assemble kits/create receivings records (Pre-assembled kits only) - Creates 
assembled kits from the Bill-of-Materials stored in the Kit Assembly files.  Use this 
option to:

Record the number of kits you have assembled and move inventory used 
from individual component records to kit inventory record.

3.
2Responses to Receivings Menu

To select an option,  type the number that appears to the left of the option 
explanation or use the arrow keys to move to your selection.  Press any of the keys that 
are equivalent to [ENTER].  See Chapter One, "Instructions for Entering Information".

To return to the Order Entry Main Options screen,  press [ESC] or the Left Arrow 
key.
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3.
2The Receivings 

Information 
Screen

The screen shown above is the Receivings Information Screen.  The asterisks in the 
far left column of the screen indicate the fields that are repeated when you add more than
one receiving transaction at a sitting.

The Up Arrow and Down Arrow keys are active on this screen to move among the entry 
fields to one you want.

3.
1#1. Receivings Reference Number (Recv Ref Num)

The Receivings Reference Number is a six character alphanumeric field.  It is 
intended to be used for any internal reference number that refers to the item you are 
adding.  Some receivings departments maintain a log where they record an internal 
receivings number,  the receivings date,  and the time the shipment was received.  If you 
have an internal receivings number,  enter it in this field.

Each new batch of receivings will begin with a reference number of 1.  If you don't 
use internal reference numbers,  press [ENTER] and use the default reference number.

This field defaults to the previous value entered.

In CHANGE mode,  you can enter a partial reference number to search for a specific 

Copyright 01/2001

(Your Company Name)
Enter/Edit Receivings - Add

*              1. Recv Ref Num 1002
*              2. Your P/O Num 25603
*              3. Recv Date     03/03/00

*              4. Item Number   CL11007
                                 .6 AMP POWER CONDITIONER (CRT)
                                                    IN STOCK        104   EA
                                                OLD AVG COST      8.000
                                                   LAST COST      7.900
              5. Qty Received          50

              6. Item Cost          7.850       NEW AVG COST      7.951
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receivings transaction.

3.
2#2. Your P/O Num

The Purchase Order Number field is a six digit field.  This field may be left blank 
if you don't use P/O numbers.

This field defaults to the previous value entered.

3.
3#3. Recv Date

The Receivings Date is a six digit entry in the form MMDDYY.

This field defaults to the previous value entered.

3.
4#4. Item Number

Item Number is a twenty (20) character alphanumeric field.  The item number must be 
a valid Inventory Item Number.  Partial item number searches are supported.  In CHANGE 
mode,  you can enter a partial item number to search for an existing receivings 
transaction.

This field defaults to the previous value entered.

When the cursor is at the Item Number field,  a message at the bottom of the screen 
tells you that you may press the Down Arrow key to move to the companion Description 
field.  There,  you may enter part or all of a Product Description to retrieve.

When you have confirmed that a displayed item is the correct inventory item number, 
the following information will be displayed from the inventory master file:

Quantity in Stock
Unit of Measure
Current Average Cost
Last Purchase Cost

3.
5#5. Qty Received

Quantity Received is a ten digit field.  Make sure that you enter the quantity 
received in the same unit of measure as used in the Inventory Master file.

To enter a negative quantity to reduce inventory,  enter a minus sign and then the 
quantity.  A message at the bottom of the screen reminds you of this requirement.

3.
6#6. Item Cost

Ver. 8.0M
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Item Cost is a ten digit field.  It defaults to the Last Purchase Cost from the 
inventory master record.  

After entering the Item Cost,  the receivings program calculates and displays a new 
average cost.  The Item Cost and the Average Cost will be updated in the Inventory Master 
file when the receivings are posted.

3.
3Option 4. Print receivings edit list

The only selection option to be made when the edit list function is chosen is the 
usual Printer Selection screen.

Copyright 01/2001
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3.
1Sample Receivings Edit List

REPORT NAME:  RECEDT.PRT

RUN DATE:  7-APR-00                      (Your Company Name)                                                                     PAGE  1

RECEIVINGS EDIT LIST

07:14 PM

REF NUM    P/O NUM    REC DATE ------ ITEM # ------                        QTY RECD UNIT    UNIT COST   AVG COST OLD ON HAND
                              DESCRIPTION

1002       25603      07/10/00 CL11007                                           50 EA          7.850      7.951         104
                              .6 AMP POWER CONDITIONER (CRT)
1003       25603      07/10/00 CL1101                                            10 EA         11.500      0.088        1298
                              1.0 AMP POWER CONDITIONER (MODEM)

     2 RECEIVINGS TRANSACTIONS
      60 TOTAL RECEIVINGS QUANTITY
 507.500 TOTAL RECEIVINGS COST

Ver. 8.0M
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3.
4Option 5. Post receivings to inventory

The posting process produces a Receivings Journal that should be saved as an audit 
document.  The posting DOES NOT produce General Ledger transactions.  G/L postings to 
expense accounts and to inventory are made through the Accounts Payable module when the 
vendor invoice for these receivings is processed.

3.
1Sample Receivings Journal

REPORT NAME:  RECJNL.PRT

RUN DATE:  7-APR-00                      (Your Company Name)                                                                     PAGE  1

RECEIVINGS JOURNAL

08:00 PM

REF NUM    P/O NUM    REC DATE ------ ITEM # ------                        QTY RECD UNIT    UNIT COST   AVG COST OLD ON HAND
                              DESCRIPTION

1002       25603      07/10/91 CL11007                                           50 EA          7.850      7.951         104
                              .6 AMP POWER CONDITIONER (CRT)
1003       25603      07/10/91 CL1101                                            10 EA         11.500      0.088        1298
                              1.0 AMP POWER CONDITIONER (MODEM)

     2 RECEIVINGS TRANSACTIONS
      60 TOTAL RECEIVINGS QUANTITY
 507.500 TOTAL RECEIVINGS COST
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3.
5Option 6. Create Backup Work File

The purpose of this option is to create a copy of the file in which inventory 
receivings temporarily are stored.  Backup work files are used for audit purposes and as a
safeguard against the loss of information.  The default name for a backup work file is the
letter “R” for receivings followed by a MDDYY designation.  But, the name of each such 
back-up file is up to you -- you will choose it.  There are several useful purposes for 
such an option.

1. After initial entry of a batch of Receivings,  you run a Receivings Edit List 
to look for errors.  Before you start correcting those errors,  however,  you 
might wish to save a copy of the file in its original state in case a 
catastrophe takes place during your editing.  You might make a bunch of edits 
and then change your mind about their necessity.  With a back-up of the 
original Receivings Work file,  you easily can return to the pre-editing state
by simply restoring the back-up version.

2. You might have a set of recurring Inventory Receivings that you repeatedly 
must process.  Instead of entering all these Receivings each time you get 
them,  you can use the file back-up feature to eliminate that work.  Enter the
repetitive Receivings once,  then make a back-up of the Receivings Work file 
with just those entries.  Choose a file name that will easily remind you of 
the contents.  Each time the Receivings arrive,  start these Receivings 
entries by first recovering that special back-up file.  Just make sure you 
have posted any earlier receivings before you start.  Then,  add any other 
Receivings not part of the repetitive batch.

The receivings work file entries are copied to the backup file.  THE WORK FILE, 
RECTRX.DAT, IS NOT CLEARED.

3.
1Procedure for 6. Create Backup Work File

1. From the Order Entry Main Options menu,  choose #2. Enter/Edit Items Received.
Press [ENTER].

2. On the Enter/Edit Receivings menu,  choose #6. Create backup work file.  Press
[ENTER].

3. You will be prompted:  Enter backup file name ..

File names for this purpose are six (6) characters long.  Choose a name that 
will help you easily remember the purpose of the contents you are saving.

After entering up to six characters for the file name,  press [ENTER].  
Respond to the  ANY CHANGE ?  prompt in the usual ways.

4. You will see  PROCESSING OCCURRING ... PLEASE WAIT  as the backup file is 
made.

5. When finished,  you are returned to the Enter/Edit Receivings menu.

Ver. 8.0M
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3.
6Option 7. Restore Backup Work File

This option is used to restore a previously made Receivings backup file.  CAUTION:  
Restoring a backup to the receivings work file OVERWRITES ANY INFORMATION IN THE WORK 
FILE.

3.
1Procedure for 7. Restore Backup Work File

1. From the Order Entry Main Options menu,  choose #2. Enter/Edit Items Received.
Press [ENTER].

2. On the Enter/Edit Receivings menu,  choose #7. Restore backup work file.  
Press [ENTER].

3. You will be prompted:

***** WARNING: Restoring a backup file will write over any current
receivings entries. 

You also will be prompted:

Enter backup file name ..

Enter the name of the file you wish to recover.

After entering up to six characters for the file name,  press [ENTER].  
Respond to the  ANY CHANGE ?  prompt in the usual ways.

4. If the file you name does not exist or has been erased,  you will get the 
message:

Backup file not found.

Press [ENTER] to try another file name.  Or,  press [ESC] to exit.

5. When the file exists, you will see  PROCESSING OCCURRING ... PLEASE WAIT  as 
the backup file is retrieved.

6. When finished,  you are returned to the Enter/Edit Receivings menu.

3.
7Option 8. Assemble kits/create receivings records (PRE-assembled kits
only)

This option is used to ”assemble” kits composed of other inventory items.  It  
creates the receivings records for the kits by shifting inventory counts out of the 
individual component’s record(s) and putting package counts into the kit record.  The 
warehouse staff physically does the kit assembling.  Receivings transactions are created 
for both the kit (as they are assembled) and for the individual components as they are 
received.  Remember,  that to update the inventory records,  you must POST these 
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transactions.

After selecting a kit to assemble,  the kit components are displayed.  Enter the 
quantity of kits you are assembling.  The program checks to be certain that there is 
sufficient quantities of each kit component.  If there is a problem with a component 
quantity, you have two options:

1.    Create the receivings records anyway and override the insufficient 
quantities.

2.    Abort the kit assembly.

REMEMBER: Overriding the warning about insufficient quantities may cause a 
negative quantity on hand value in the Inventory Master file.

If you wish to test the kit quantities before you assemble the kits,  use Order 
Entry Main Option #7. Look Up Kit Detail.

WARNING: This option does NOT create EITHER the Kit inventory record(with the 
quantity on hand) or the Kit assembly record (with the Bill-of-Materials).  The former is 
entered using Order Entry Main Option #1. Inventory Master File Maintenance. (See Chapter 
Two of this manual for details of this task.)  The Kit assembly records first must be 
created by choosing Order Entry Main Option #19. Go to Systems Management Functions,  then
choice #1. Work on Inventory KIT File.  See Chapter Twenty of this manual for details on 
how initially to create Kit Inventory records.  BOTH of these records,  as well as the 
Inventory records for the individual kit components MUST exist before you successfully can
assemble kits through this option.

3.
1Procedure for 8. Assemble kits/create receivings records (PRE-assembled kits only)

Preparation:

A. Use O/E Main Option #19. Go to Systems Management Functions followed by choice
#1. Work on Inventory KIT File, then #7. Look Up Kit Detail to determine if sufficient 
quantities of kit components are in stock for the kit assembly you wish to do.

Procedure:

1. From the Order Entry Main Options menu,  choose #2. Enter/Edit Items Received.
Press [ENTER].

2. On the Enter/Edit Receivings menu,  choose #8. Assemble kits/create receivings
records.  Press [ENTER].

3. You arrive on a screen with the following entry fields:

Kit Inventory item:
Item Description:
Product Line:
Product Category:
Kit ID:
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Description:

Your cursor will be on the Kit Inventory item field.  Enter the Inventory ID 
of the inventory record associated with this kit.  Press [ENTER] when 
finished.

4. If the Kit Inventory record exists,  the Item Description,  Product Line and 
Product Category fields on this screen will be filled in with data from the 
Kit Inventory record.  Respond to the Correct Inventory item [Y/N/Q] prompt to
accept or reject this selection.

If no matching Kit Inventory record exists,  you will receive the message: 

Can’t find an Inventory rec w/ that ID   CR TO CONTINUE

Press [ENTER] and the cursor returns to the Kit Inventory item: field for a 
different entry.

5. When you accept a Kit Inventory record,  the Kit ID and Description fields are
filled in from the Kit Assembly record.  Your cursor next arrives at the 
Number to assemble: field.

Type the number of this kit you wish to assemble.  Press [ENTER].

Respond to an  ANY CHANGE ?  prompt to accept or revise the data entered.

6. If any item of the Kit Bill-of-Materials cannot be found, you will receive a 
warning message and will be stopped at this point in the process.

7. If any item(s) of the Bill-of-Materials has insufficient stock to assemble the
number of kits you wish, you will be advised of this and asked the following:

Given problem w/ some stock levels, do you still want to make these kits?

Respond N(o) and the kit assembly process will stop at this point.  You will 
need to order and receive a sufficient supply of the “short” item to go ahead 
with the Kit assembly process.

Respond Y(es) and receivings transactions will be created for each item on the
Bill-of-Materials to move inventory from the individual item record to the Kit
Inventory record.  For all “short” item(s),  two entries each will be made,  
one to record the needed quantity as part of the Kit inventory,  the other to 
increase still further the deficit of supply of that component in inventory.

8. When all kit components are present in inventory in sufficient supply for the 
number of kits desired,  you get the message:

Inventory levels are sufficient for kits. Ready to create recv. records?

Respond N(o) and the kit assembly will be stopped here.

Respond Y(es) and the kits transactions are recorded in the Receivings Work 
file.  You should do a Receivings Edit List to confirm and perhaps edit these 
transactions. 

9. The final step in the Kit assembly process is to POST the kit transactions to 
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the Inventory Master file just as you would any other receivings transactions.

10. When finished your cursor returns to the Kit Inventory item field to start a 
new kit assembly.  To exit,  press [ESC].
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