Templated Receivings

This document will describe the process for using templated receivings for inventory.

1. Enter a receipt as you normally do.
2. Go to List Vendor Receipts
3. Right-Click on that Receipt and select “Toggle Template On”
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008121-50 1150 BUDGET HOST 02/22/2017 MNTHLY FEES JAN 17 $259.18 Mo
008120-50 1291 MURDOCKS ACE HARDWARE 022342017 m4412 $64.30 No
00811250 138 Bretz Hardnare Co 02/22/2017 45003 .71 Mo
00811850 1151 PAUL MERGENS ity strt 1/1-1/31/17 $7166 Mo
08108-50 1397 Industrial Chem Labs 022; 217475 £99.50 No
008037-50 1110 BISCHOF DISTRIBUTING INC 212017 4623180 $110.35 Ho
008036-50 1110 BISCHOF DISTRIBUTING INC 02/22/2017 4623181 (53.60) Mo
008082-50 1001 HENRYS 02232017 5012872 $6,577.35 Mo
008051-50 1085 Frito Lay 02/21/2017 71032163 $457.97 Mo
00802250 100 PepsiBeverages 0272002017 65943810 $670.15 No
008028-50 1109 Mekinnon Company Inc, 02/20/2017 W-337972 446655 Ho
008026-50 1088 02/20/2017 1886349 (531.20) Mo
. - e B
00785450 1001 T Tmp‘sm/ 02/18f2017 5011137 ($106.10) Mo
007947-50 1085 Toggle Template ON 02/16/2017 71032142 $98.95 ves
0784650 1094 13 Refresh 02/16/2017 297925 $220.64 No
007534-50 1100 PepsiBeverages 02/16f2017 26875758 $1,158.67 Ves
007331-50 1110 BISCHOF DISTRIBUTING INC o2/16f2017 4623124 $90.95 ves
o07828-50 1088 Viing Coca-Cola 02/18/2017 1836348 $386.28 Mo
00782350 1105 American Botting Company 02/16/2017 5073409219 $250.18 Yes
i 0
10 3840  1080px 100% () 5}

4. The next time you receive an invoice from that vendor you can repeat step 3 and select “Create from Template”.
This will bring all of the items from the Template into a new receipt and allow you to enter Date, Invoice
Number and Quantities / Cost on items.

5. When you select Save, any items without a quantity will be removed.

6. If you need to insert an item, add it to the bottom of the receipt.

sk Description Qy | price Cost Alow | Total Margin | Order =
0071078700103 BONGRDS CHS STX MRBL JK
0041333415017 DURACELLBATTAA  MN1500842

0039800040008  EVRDY BATT 12155/-4 SHD AA-4.

$.69 $0.36375 .00 $17.46  47.2B%

CAEl
E]

14 $5.59 3437443 000 $4.92  47.63%

§
.

$209 L5575 .00 $18.69  47.91%

0022000013477  ORBIT WHITE SPEARMINT  8CT
0039101008233  EMERGENCY QUICK FIX FLAT

8 SLES  S0875  $0.00  §7.00 48.22%

Add New Items Here

i

$7.85  S408 .00 $12.24 48.29%

o0 I0I036664  TOHNSENS CCTANE B00STSR = 5 5 em an sm s» wsow
012556009454 STRIE 1CMIT 5% UM B r] b sm s ow  sn wew
corzsse007156  STRIOE WATERMELON Bor] n am s om e wmu
0083046000111  WATER-ICE MOUNTAIN (FC) 18/1LTR EA n 30 $1.39 $0.708667 $0.00 §21.26 9.02%
bese265715207 _ PEANT BUTTER FLbGEBARS el T
0049000000450  DIET COKE CS/24 2007 BTLEA Each |v 24 $1.99 $0.990833 $0.00 §23.78 50.21%
0039101046419 JOHNSON SPRAY CARB CLEANER EA - [ $3.39 $1.686667 $0.00 §10.12 50.25%
0080893010508  LIL A DUCT TAPE Each |+ 3 $3.29 $163 $0.00 $4.89 50.46 %
Gor2556676115 | TRIOENTWHITE AR ST s s memn wm gm we%

0012546005463 DENTYNE ICE WINTERCHILL
0038000131905 RICE KRISPIES TREATS BLAS
0070640310609 B B 1/C EIG SNDWCH VAl
0704582301017  BUG JUICE FRUITY P

$L69 $0.833333 000 S50 50.69%

i

12 $L79 §0.873333  $0.00  $10.48  5121%
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§125 625 .00  $15.00 5155%
24/10 02
0070640400751 B B 1/C CHAMP COpFCARAMEL

2 .00 SI54 5235%

di

$L79 SD.8HS3 000 §M0.27  5282%

0022000019205 HuBBABUEEA gfAWEERRY CRU A |+ 13 .99 456667 .00 822 5387%
0015127001571 SB BISMUTINK LIQUID A |r 3 $448 5205 .00 8615 5434%
0030100511595 KEEBLERGEPPERIACK CRACKERS  12CT A |~ 12 $.89 SDA04167  $D.00  $485 5459 %
0366715075430 LILQpficBRAND ALLERGY  sCT A |+ 6 £  SL295 @00 €277 %6.69%
0022600642039 TJAN CONDOM MAGNUM LUBRICATED Each |v 6 $3.5  SLS)  $0.00  $3.00 8.22%
0015127001281 fSFLECT BRAND [BUPROFEN TABLETS A |x 3 $289 L6 .00 $348  59.86%
0015127001 SB IBUPROFEN CAPLETS A |~ 3 $289 L6 .00 $348  59.85%
e

7. You can move items to the section they belong by Saving the receipt, then selecting Reformat. Highlight the
item you wish to move and hit Shift-Up Arrow/Down Arrow. Hit Save.



If you want this to be your new template you can repeat step #3 above to toggle this receipt on and the other on

off.

You can filter your list of receipts to only see the Templated ones.
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02/22/2017 5012872 $6,577.35 No

Total Records

10. Once entered, these are a normal receipt just like manually entered ones.



