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IN KEYBOARD SALES MODE: 
To view Purchasing & Receiving, you must go to Manager Mode. 
1. Select Show More Options Button (F2) 
2. Select Manager Mode Button(F9) 

(NOTE:  Only Teachers & Managers will have access to Manager Mode) 
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IN TOUCH SCREEN SALES MODE: 
To view Purchasing & Receiving, you must go to Manager Mode. 
1. Touch Manager Button 
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ON MANAGER BUTTON SCREEN: 
1. Select Manager Mode Button 
(NOTE: Only Teachers & Managers will have access to Manager Mode) 
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IN MANAGER MODE: 
Go to Vendor Center, to print a Vendor Re-Order Report 
To view Purchasing & Receiving, go to VENDORS 
 
1. Select Vendor Button 
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VENDOR CENTER: 
 

Choose the VENDOR that you need to order from: 
 
1. Highlight the VENDOR on your list 
2. Click Vendor Inventory button  
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VENDOR CENTER: 
You will view all the items that this Vendor sells you. 
 
1. View details of each item below 
2. Click Print List link to view vendor’s inventory and print a Vendor Re-Order Report (i.e. Shopping List) 
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VENDOR CENTER: 
To Print a VENDOR RE-ORDER REPORT.... 
 
1. Click Select For a Shopping List 
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VENDOR CENTER: 
To Print a VENDOR RE-ORDER REPORT.... 
 
1. Click NO to inactive inventory 
 
(NOTE:  Click Yes if you want the report to include discontinued items) 
 

1 



9  

VENDOR CENTER: 
You can print a VENDOR RE-ORDER REPORT 2 ways….. 
 
1. Select a query “Less than 2” if you wish to only see a short shopping list of items that have 1 or 0 in 

stock. 
2. Select Close to print all the inventory the vendor sells  
     (NOTE:  Inventory items can be shared by two or more vendors) 
3.  Or create a new query 
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VENDOR CENTER: 
By Printing or VIEWING a VENDOR RE-ORDER REPORT.... 
 

• Review items that need ordering (Total Stock) 
• Review items that have not been ordered in awhile and should be liquidated. (See Last Received) 
• Due to price changes, review costs with Vendor.  You may have to adjust retail $$. 
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After you have your shopping list…. 
IN MANAGER MODE: 
Go to Purchasing & Receiving Center, to Record Physical Inventory arriving at your store. 
To view Purchasing & Receiving, go to PURCHASING & RECEIVING 
 
1. Select Purchasing & Receiving Button 
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You can place a PO 2 ways: 
 
1. Place a PURCHASE ORDER ahead of the delivery (pro-active) 

• This involves several steps and would allow you to fax or email a PO to the VENDOR. 
2.  Receive Driver by creating a PO on the fly (reactive) 

• Most school stores choose this option, because it’s faster and more convenient. 
• Click Receive w/o PO  
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PURCHASING & RECEIVING CENTER: 
Receive Without PO 
 

• The title is misleading, because we will create a Purchase Order & Receive the items at the same 
time. 

1. Select a VENDOR by clicking browse button (F5) 
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PURCHASING & RECEIVING CENTER: 
Browse your Vendor List and Highlight the desired VENDOR 
 
1. Click Select 
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PURCHASING & RECEIVING CENTER: 
Once you have selected a Vendor 
 
1. A sequential PO# will appear. You can type in your own PO# if you wish. 
2. Enter the Invoice # 
3. Option—-> If there is a Freight Fee ($10.00), you can add it here. 
4. Ignore all other fields. Click OK (F10). 
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PURCHASING & RECEIVING CENTER: 
You are now ready to create & receive a Purchase Order (PO) 
 
1. You can Scan a SKU (UPC Barcode) of Inventory Item (or package-box that it is delivered in) 
2. If you don’t have a scanner handy, click Add button (Keyboard shortcut = Insert button) 
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PURCHASING & RECEIVING CENTER: 
Once you have inserted a SKU, a PO (Item) Details Prompt Screen appears…. 
 
1. Insert the QTY to ORDER you are receiving (either in Each or in Case Packages), hit ENTER on keyboard. 
2. The QTY Received field will show the same QTY, hit ENTER on keyboard. 
3. The COST field will show current Cost (Each or Case). You may change it to match Vendor’s Invoice $. 
4. Click OK (F10) to save line item. Repeat for all items delivered. 
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PURCHASING & RECEIVING CENTER: 
Once you have finished your Receiving process: 
 
1. The Grand Total should equal the Total $ of the Vendor’s Invoice & Freight Fee. 
2. Click Save/Post PO button (F10) 
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PURCHASING & RECEIVING CENTER: 
Once you clicked Save/Post button (F10), a prompt alert screen will appear: 
 
1. Click Receive Now. 
2. Only Click Save if you are not finished receiving order. 

• This will give you the opportunity to finish the PO later (see: Purchase Center #3 Receive PO’s) 
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PURCHASING & RECEIVING CENTER: 
A PO Receive Summary screen will appear: 

•    Here you will have the opportunity to Print Labels, 
•    Review Price Changes & Print them for Receiving Clerk 
• Review how Vendor Freight Fees effected the final costs (Landed Cost) of items 
 

1. Click Complete to Complete. 

1 



21  

IN MANAGER MODE: 
To see the results of your purchasing history, go to Inventory Center….. 
To view Inventory Center, go to INVENTORY. 
 
1. Select Inventory Button 
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INVENTORY CENTER: 
 
1. Highlight the Item Received. 
2. Under View Action Bar, Click Stock Manager 
3. Under Current Stock tab,, view PO History or to reprint 
4. Click view PO to see PO details 

• 
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REPORT CENTER: 
For any Purchasing Report, Go to the Report Center 
 
1. Click on Purchasing Reports, Under Report Type. 
2.  You will have access to multiple reports. 
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