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[bookmark: _Toc483299935]Receive Order
[bookmark: _Toc483299936]Ordering Home > Orders to Receive Section
1. Right Click on an Order and select Receive from the fly out menu
2. Enter Date 
3. Enter Invoice Number. Invoice number should match paper and electornic invoice number
4. Select Next
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The order will be displayed with items listed in the same way the order was placed based on Order Guide Set Up. Items may not be listed in the same order as the paper or e-invoice. 
[bookmark: _Toc483299937]Receiving Qty and Price 
· Ordered Qty will be hard coded to the amount that was sent.
· Received Qty can be adjusted for exceptions
· Price can be adjusted as needed on a per case or per lb price where indicated. Ext Price will be the Qty received X case or per lb. price. 
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[bookmark: _Toc483299938]Sub Items
1. To substitute an item, check the sub button on the far left. This will create a new line below the Dc item # to enter the Qty of product in Inventory Measure. 
2. Enter Price for the substitution
3. Status will auto-populate as SUBBED Item for exception based reporting. 
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[bookmark: _Toc483299939]Catch Weight 
To receive an item by the catch weight, enter the qty of lbs received and select Status: Catch Weight. 
Only items configured as catch weight in the bid file will be available for receive by catch weight. Contact site administrator to enable that feature. Receive by Catch weight from Electronic Bid files is determined by the Distributor. 
[bookmark: _Toc483299940]Other Exceptions
If product is not on truck, shorted, damaged, spoiled treat this as an exception to the amount ordered in Decision Logic. Enter the quantity received of the product and select the appropriate status to describe the reason for the exception. Any product received where quantity is different than the quantity ordered must have a status before posting the order. Status will be highlighted in red when needed. 
[bookmark: _Toc483299941]Adding Items 
1. If an item was caled in or added to the invoice select Add Items from the top left. 
2. A new window will open with a list of distributor items to add to the order. 
3. Enter the qty and cost of items to be added. Select Save and Close to add the items to the order.
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[bookmark: _Toc483299942]Posting an Order
Once all quantities, prices, item adds, subs and catch weights have been accounted for ensure your Order Total balances with Invoice Total.
 Select Post Received to post the order. 
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[bookmark: _Toc483299943]View history of Received Prices
To view a history of Received Prices navigate to Reports > Purchasing > Received Prices. 
· Currently this report will display a history of items received where the price was changed from what the bid file price listed.
· For Cogs reporting the received price will be used. 
· Price Change approvals are not needed at this time.
· Price Change approvals cannot be pushed to Electronic Distributors.
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Group: store:
Mesero \/ Mesero /' Mesero Prestonwood v
ORDERING HOME GUIDE SETUP ENTERORDER ENTER MANUAL RECEIVE T ORDER HISTORY
Mesero Prestonwood RECEIVE ORDER Received: 5/23/2017
From: Fresh Point Orders: 13 Invoices: test1355
st Posrcahed
Add tems Order Total: § 4212
SUPPLIES
EXT
sus ITEM # DESCRIPTION PK/sZ 'ORDERED RECEIVED CATCHWT STATUS PRICE. T
0070789 TOWEL C-FOLD WHITE PRIME SC 116150 UOM 1 1 2108 2706
0025058 BAG SHOPPING W/HAND.BRWN 10X6. 11250 UOM 1 1 6252 6252
0092496 BAG SHOPPING W/HAND.BRWN 14X10 11200 UOM 3 3 6108 18224
WALK IN COOLER
suB ITEM # DESCRIPTION PK/sZ ORDERED RECEIVED CATCHWT STATUS price _ EXT

PRICE
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WALK IN COOLER

S8 JIIENE DESCRIPTION PK/SZ ORDERED RECEIVED CATCHWT STATUS PRICE PREI::‘:

0014365 BABY SPINACH 1-22U0M 1 0 SUBBED ITEM v 1250 1200

BABY SPINACH Qty: 4 BAG Price: 12.00
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Add Items X

Category: New Items v

ITEM# DESCRIPTION PACK/SIZE QTY ORDERBY

0008999 LINER HD PLASTIC 12X18 1/2 SHE 1-1000 UOM 0 258
0008995 PAN LINER BAKERY FULL SHEET/PA 1-11UoM 0 533
0094501 GLASS CLEANER RTU SPURRIER HM 121U0M 0 147
0032211 FLATWARE COMBO KFSN SALT PEP N 1-1250 UOM 0 263
0094503 CLEANER DEGREASER X-HVY DUTYS 121U0M 0 183
0021069 C-LINER 36X58 SUPR HVY S5GL BL 1-175UOM 0 401
0008991 LINER HD PLASTIC 18X14 FULL PA 1250 UOM 0 841
0035049 CLEANER FLOORALL PURP TIDE HM 1-1001 UOM 0 313
0094515 CLEANER OVEN GRILL HVY DUTY 121U0M 0 24
0041137 ARTICHOKE HEART QUARTERSROLAN  6/#10 0 515

Save & Close




image6.png
Received: 5/23/2017

Invoi

Order Total: § 2,705.94

 test
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Received Prices

Fresh Point

Invoice#  Date BidPrice  RecPrice

Item #0070789 TOWEL C-FOLD WHITE PRIME SC
Mesero Prestonwood ~ test1355 5232017 27.06 2600 0 Case [5) [5)
“Catch Weight Item. Price displayed is per pound.
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Region: Group:

Mesero \/ Mesero
'ORDERING HOME ‘GUIDE SETUP ENTER ORDER

ORDERS TO RECEIVE: *Note - click on an order to see its detail.

ORDER DISTRIBUTOR INVOICE POSTED ORDER TYPE COMMENTS

13 Fresh Point 05/22/21

.
.
1 Fresh Point. 05/19/20
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RECEIVE ORDER

Store:  Mesero Prestonwood
Distributor:  Fresh Point

Order#: 13

| DateReceived: 5232017

Next




