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PURPOSE:   Step By Step process for Receiving Door Scanning of PO’s 

 

SOP for Receiving :  
1. Receive product off Drivers B.O.L – sign and release driver.  
2. Separate product for next process of scanning product into CAI   
3. Print Purchase order for Vendor – purchase order printing –  

 

 
 

4. Set gun to Receive single purchase order.   
 

 



5. Scan top right of p.o to input purchase order into gun. Catch weight items will all need 
to be scanned individually while non catch weight items with no bar code will need 
WMS case/Pallet labels attached to them.  

6. Once process of every box is complete tap the VIEW button on the bottom left of the 
scan gun to ensure all counts match up.    

7. Once complete hit UPDATE on gun to purchase order into the next phase of Accepting 
purchase order.   

 
 

  
 
 

8. Gather printed weight sheet that prints in the Receiving office.  
9. In the Main system enter – Receipts Entry -    
10. Select Barcode – click on magnifying glass – select vendor – Accept twice – Once in the 

purchase order you can review the lines. Once all is ready click Accept on the top left.   



 
 
  
11.  Attach Printed Finished purchase order along with weights and B.O.L stappled together 

and filed in my office to send up the tube system.   
  

Product # set up in system for – Case-Case/pallet – Pallet only  
Inventory Master in System.  

1. Enter Item Number, Go to Line 9 Whs Mgmt.  
2. Barcode Lbl Type: Adjust at this point  

 
 

  
3.This is also the same step to remove WMS pre-pick Item (typically Holmes)   

 

 


