Finance Manager:
Accounting

Line Item Receiving

The Line Item Receiving routine is used to record quantities received of purchase order items on a line by line basis. The
Computer Check routine will then allow you to identify which Accounts Payable checks do not have a line item receipt.
Your facility may not want to create a check for a purchase order that does not have a line item receipt.

Access to Line Item Receiving
1. Under the Data Entry menu tree, click the Line Ttem Receiving option to display the Line Item Receiving window.

| Line ltem lev@r_\g =
Listcf Shipments Ressived for Dato Range  08T12317 |~ | Theush (20207 =

Search~

iy
&
f

Drag 2 colurn header here to group by tha: colurn

Use this window to add, update, and maintain line item receiving records.

Recording Partial Receipt of PO Line Items
1. Enter Add mode.

r &
] Line item Recerving - New Line Item Receiving = S
| Elle Edit View Help

i Save g Saveandliose @&
|
| Shipmert Informabon
Recsived for PO # M Orgers Datc Received 091872017 |~ Reference & - New -
Received By Irvoice 5 Shipping Method
Description i 4 Weight ILbs)
Hum Cartens
Purchase Order Information
Dzte Ship To Bulding
Wendor 1D Ship To Contact
Purchase Order ltems Recerved
Search - 8 ¥ - | FullyReceive PO
Purchase Order Received
e = e Tambe Dexziption Bice Guanty Exterided Amt Camint Fatenged Am
|
|
Totzl Racerves Amgunt §00 Tetsl PO Receivea Amount (.00 Tetal PO Amount 000 Difference 000
L=
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2. Enter the Purchase Order Number and tab off the field OR use the lookup # to choose from a listing of valid
purchase orders.

[ 0emo csD - Purchase Order Lookup ——
Purchase Order Lookup "
| Use the gnd below to find the Purchase Order you are locking for. 4»_| |
|
M 4 p» P Search- & % - 1
PO MNumber  Vendar Name VendorID Date Balance ~ ‘
L 1 ABC SPORTS & FITKESS 14 Q70172013 13400
1 ABC SCHOOL SUP. 13 1173072014 Jleg
2 ABC SPORTS & FATNESS 14 07/01/2013 19998
2 ABC SCHOOL SUPR, 13 08/06/2015 3549
2 ABC SCHOOL SUP. 13 07/31°2017 45355
| 3 BARONS EDUCATIOMAL SERVICE 137 DB/06/2015 599.70
{ ] 3 - ABC SPORTS & FITNESS 14 08313017 54436
| 4 COPELAND 1 07/01/2013 17.22 .
I 4 ACADEMIC BOOK SERVICE INC 17 0873172017 11130
| 5 LAERDAL MEDICAL CORP. 960 08/04/2015 BB59
| 5 B& BEQUIPMENT CO 116 033172017 30989
: 5 TWAPA AUTOPARTS 1177 08/31/2017 10165
1 £ MENT RAADFETIR, 1C3 ATHANMIME annne
[ + Only Show Qutstanding Purchase Orders Include Fully Received Purchase Orders
{ oK || Cancel |
| il - ———

The Purchase Order lookup provides options to restrict the lookup to *Only Show Outstanding Purchase Orders’
and to "Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

2] Line Item Receiving - New Line ltem Recenving ‘ ‘-J_M
| Eile Edit View Help
- il Save | SaveandClose & X A I
Shipment Information
Receivedfor PO & 2 #  Order® Date Received 08182017 | | Reference & - New -
Received By Invoice # Shupping Method
| Description ‘5‘ Weaght (Lbs) )
|
| Num Cartons: e
Furchase Order Information
Date. Ship To Building
Vendor ID Ship To Centact:
Purchase Order ltems Received H
] B M Search~ & ¥, - | Fully Receive PO |
i
Purchase Order Received - I
[ |
Line = Item Musmber Bescription (e Unit Price Cuantit Extended Amt Quintit Extended amt
» = Enter= |
< Enter > :
< Enter > |
< Enter > L
< Enker »
< Enter » -
|
Total Received Amount: 0.00 Tatal PO Received Amount: 600 Total PO Amount 544 38 Difference -544 36

S
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Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar. :

5. Inthe Received By field, indicate the name of the individual who received the purchase order items.
6. Enter the Invoice Number for the purchase order.

7. Enter a free-text Description for the items received.

8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the
weight.

10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

V-] Line Item Receiving - New Line Item Receiving |M

Eile Edit View Help
& Ne Upda “opy il Save g SaveandClose @ X r M Search Y

Shipment Information

Received for P.O. & 2 [#8] Order#: 541785 Date Received: 09/182017 E..l Reference #: - New-
Received By: Robert Jones Invaices: ABCT4455 Shipping Method:  UPS
Description:  Sports Eguipment Elementsry [‘?f eight {Lbs): 110.00 2
Mum Cartons: 5

4

11. Under the Received column at the bottom of the window, indicate the quantity received for each individual line

item.
Purchase Order ltems Received
b B Search~ & ¥ - | Fully Receive PO |
Purchase Order Received -
Line = Item Number Description UG Unit Price Quantity Extended Amt Quantity Extended Amt |——‘
Faint L 1Flite Ko BC 54.95 100 54.95 0.00
Ivanila Tug o arF s EA £4 95 308 0.00 [ |
| Rainbaw UltraCatch Sco.  CASE 58,9900 58,96 0.00 L
[ ET oo
o.00 =
Total Received Amount: 55.95 Tetal PO Received Amount 55.95 Total PO Amount: 544 38 Difference: -488 41
|
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Finance Manager

If the PO was only partially received, click in the Quantity field for the line item and indicate the number of
items received. Tab to the next PO line item and continue to enter the quantities received. nVision Accounting
tracks the total purchase order amount (minus shipping) and the total received amount and shows the difference
representing the amount not yet received.

Purchase Order ltems Received

H 4 B M Sesrch~ & ﬁ - | Fully Receive PO
Purchase Order Received -
Line = Itern Mumber Description UOM  Unit Price Quantity Extended Ami Quantity Extended Amt
» 3 Marila Tug ofWer opes Ea e b 55 1.60
i ASE 1.00 58.98 100 8
5 SET 1.00 5288 100 5288
6 BO 15570 3194 100 1597
7 EA 24.9500 5.00 12575 0.00
8 EA 99,5500 10 9985 1.00 99.95 2
Totzl Received Amount: 403 64 Total PO Received Amount: 403.64 Total PO Amount: 544 36 Difference; -140.72
| = P
12. Click Save.
The saved record is added to the Line Item Receiving listing window.
| Line ftem Receiving . _— 2a » . e o
List of Shipmeris Received b Dzte Range 02012077 : Through (8182017 -
Search - & -
‘ Drag a colurn heager here 1o gioup by thet column
aﬁivk e o A e e mufs-m!mf N —— S .-ggxgﬂ :zmg
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Recording Full Receipt of PO Line Items
1. Enter Add mode.

o Y
] Line item Receiving - New Line ltem Receiving =
|Eile Edit Miew Help [
& bl Save | SeveandClese & * |
Stepment Informabon
Recervedfor PO #  Orders Date Received: 03182017 [+ | Reference # - New -
Received By Invorce & Shipping Method |
|
Description %|  vieght(Lbs)
Num Cartons :
Purchase Order Information
Date Ship To Building |
Vendor ID Ship To Contact
Purchase Order ltems Received
- s  Search~ & e - Fully Receive PO |
Purchase Order Received |
Lne = e tamber Cewcnption UCM  Unif Price Quantin Estonded AmT  Quantit Extenged Amt |
| [
i
Total Recerved Amount 000 Total PO Receved Amount 000 Tetzl PO Amount: 0.00 Difference 0.00 }J
: Lol sl il = J

2. Enter the Purchase Order Number and tab off the field OR use the lookup 42 to choose from a listing of valid
purchase orders.

F-] Demo CSD - Purchase Order Lookup [
Purchase Order Lookup 3
Use the gnd below to find the Purchase Order you are looking for. .{'_i
H 4 b M Search~ 5
PO Mumber Japdor Name vendorID Dare Balance -
2 ABC SCHOOL sUP, 13 07/31/2017 4555
3 BARONS EDUCATIONAL SERVICE 137 0B/D6/2015 592,70 D
3 ABC SPORTS & FITMNESS 14 08/3172017 54436
4 COPELAND 1 07/01/2013 17.22
S 4 ACADEMIC BOOK SERVICE INC 17 0843142017 111.305
5 LAERDAL MEDICAL CORP. 960 08/04/2015 8359.
5 B & BEQUIPMENT CO 116 0373172017 30999
5 MNAPAAUTO PARTS 1177 08/31/2017 101.65
& DELL MARKETING 451 087192015 495,99
6 TEACHING RESOURSE CENTER 1746 07/01/2017 458.65
6 ACOUSTICAL SOLUTIONS INC. 23 08/31/2017 1961.00
7 THE READING CIRCLE 1782 07/01/2017 21485
R b A229 11 AnAnas acnnn
¥ Only Show Outstanding Purchase Orders Include Fully Received Purchase Orders
0K || Concel

The Purchase Order lookup provides options to restrict the lookup to *Only Show Outstanding Purchase Orders’
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and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

’ N
J] Line item Receiving - New Line tem Recewving | =]
File Edit View Help
g Ne Update “opy el Save [ SaveendClose & X | » Searcl
Shipment Information
Received for P.O. & [ |#] Order# Date Received: 0918/2017 T-h, Reference # - New -
Received By: Invoice & Shipping Method:
Description: \§| VWeight {Lbs): 8
Num Cartons: .
Purchase Order Information
Date: Ship To Building:
Vender ID: Ship To Contact:
Purchase Order ltems Received
P bl Search~ & ¥ - | Fully Receive PD
Purchass Order Received
Line = Item Number Description UOM Unit Price Quantit Extended Amt Quantity Extended Amt
» =Enters
angarao: Mith Re E 380 < Enter >
dF lems Grad Ea &70 £ < Enter >
T Zoo Train Fla.. SET 13,9900 2758 < Enter»
- Lpl 1599 1 15 < Enter »
3ys 1 Can Save the E ET 1 X 154 < Enter »
| Tetal Received Amount: 0.00 Totzl PO Received Amount. .00 Total PO Amount: 111,30 Difference: -111.30
L y

Use this window to specify additional receiving information, indluding the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

5. In the Received By field, indicate the name of the individual who received the purchase order items.

6. Enter the Invoice Number for the purchase order.

7. Enter a free-text Description for the items received.

8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the

weight.
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10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

i N
J] Line item Receiving - New Line Item Receiving La\_lﬁ
File Edit View Help
o Ne Update Of ﬂ Save H Szve and Close @ X N ” 2arch #
Shipment Information
Receivedfor PO. & 4 [3‘ Order & 732312 Date Received: (9/18:2017 E Reference & - New -
Received By: Donnz Bergen Invoice & ABS12847 Shipping Methed: LIPS
Description: Reading Materials Elementary ? | WWeight (Lbs): 5B.00 %
Num Czrtons: 3t
’ , g Fully Receive PO
11. Under the Received column at the bottom of the window, click the button.
Purchase Order liems Received
i b B Search+ Fully Receive PO
Purchase Order Received
Line # Item MNumber Desgription UoM  Unit Price Quiaritity Exiended Amt = Quantity Extended Amt
» < Enker»>
F. 0 Kangaroos MathRea PA 19 2 a0 < Enters
| Pranie Ea T 1 < Enter »
123 T Iono Train Fla..  SET 1 2 7 < Enter >
5 als Apien B 15 1 < Enter »
& Nay an Save the E ET 1 1 1 < Enter »
Total Received Amourt: 0.00 Totzl PO Received Amount: .00 Tetal PO Amount: 111,30 Difference: -111.30

nVision Accounting automatically enters the quantity received and tracks the total purchase order amount (minus

shipping) and the total received amount.

Purchase Order ltems Recerved
b | P M Search~ & o -
Purchase Order Received
Line = Item Number Description UM Unit Price Quantity Extended Amt Quartit Exiended Amt
» 100
Kangar F pa 2.00
Propi i E? L 1.00 7
123 Zoo Trair SET 27 2.00
I yler BC 100
E Ei 1 1.00
Totsl Received Amount: 111.30 Totzl PO Received Amount: 111,30 Total PO Amount: 111.30 Difference: 0.00
-
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Finance Manager

12. Click Save.

The saved record is added to the Line Item Receiving listing window.

| Line ltem Receiving

Listof Stipmerts Recenved for Date Rarge. 02072017 [w| Thiougt 02702017 =l

Search~

8-

Drag a celumn heaser here to group by that column

#te Teop e Pece 23 b nge » Sewrip G Tl =ord &
(] 09182017 Fobert jones 541765 Spars Equipmen: Elementar, 3 8312017 40358
3 WX Sores begen EFTT. Peid g Marer 4l Bemar. P — A L G 1136
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Recording Full Receipt of PO Line Items in Two Separate Shipments
1. Enter Add mode.

s [rremem—

PE] Line Item Receiving - MNew Line Trem Receiving

| Elle Edit View Help
il Save g SavesndClose & X

Shipment Information

Recevedfor PO 2 #4  Orderm Date Received' 091872017 || Reference & - hHew -
Recerved By Invoice & Shipping Methoa
Hum Cartans

Purchase Orger Informabon

Description G | Weght iLbs) &
Dzte Ship To Building ‘
|
|

Vendor ID Ship To Contact

Purchase Order Items Received ‘
Search - & ¥ - | FulyRecewe FO
|
Purthase Order Recelved
e * e tammber Dexerphan UOM st Prige AR, [stended Am1 Quantit Exiendiena Amt i

Total Recerved Amount. 000 Total PO Received Amourt 000 Total PO Amount: 000 Difference 000 |
= = g e = = -

2. Enter the Purchase Order Number and tab off the field OR use the lookup & to choose from a listing of valid
purchase orders.

rm Demo CSD - Purchase Order Lookup M‘
Purchase Order Lookup -
Use the grid below to find the Purchase Order you are looking for. .,v‘_i
: M 4 » M Sesrch~ ‘% ;}j} -
PO Mumber vendar Name vendor D  Date Balance -
5 MNAPA AUTO PARTS 1177 08/31/2017 10165
5 LAERDAL MEDICAL CORP. 260 08/04/2015 8859
5 B & B EQUIPMENT CO 116 03/31/2017 30999 D
, & ACOUSTICAL SCLUTIONS INC. 23 DA31E0I7 19%61D|31
6 TEACHING RESOURSE CENTER 1746 07/01/2017 459,65
6 DELL MARKETING 451 081972015 409,99
7 THE READING CIRCLE 1782 07/01/2017 214.85
¢ WORLD BOOK EDUC PRODUCTS 1952 07/01/2017 32997
8 Samsung 9332 11/20/2015 452.00
¢ KAC TCOL DISTRIBUTOR 1034 03/31'2017 10.00
10 LONGSTRETH SPORTING GOODS 9336 06/16/2017 40276
10 ABC SCHOOL SUP. 13 06/09/2015 349,00
an amr crunen ciin 43 AT ante qacae
v Only Show Outstanding Purchase Orders Include Fully Received Purchsse Orders
ok || cancel
LS

The Purchase Order lookup provides options to restrict the lookup to ‘Only Show Outstanding Purchase Orders’
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and to "Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

r i ™
m Line Item Receiving - New Line Item Receiving lw

e
Eile Ediz View Help

gk Ne Ipdate -3 Copy ol Save lpd SaveandClose & X | earch
Shipment Information
Receivedfor P.O. # § (A Order#: Date Received: 091192017 [=] Reference # - New -
Received By: Invoice #: Shipping Method:
Description’ l?| \Weight {Lbs): A
MNum Cartons: &

Purchase Order Information

Date: Ship To Building:

Vendor 10: Ship To Contact;

Purchase Order ltems Received

4 4 P» M Search~ & M- | Fully Receive PO
Purchase Order Received
Line = Item Number Description UON  Unit Price Quantity Extended Amt Quantity Extended Amt
» < Enter=
2 3t Foam 2 X 4 80 235.000 470.00 < Enter »

Totsl Received Amount: 0.00 Total PO Received Amount: .00 Totzl PO Amount: 1,961.00 Difference: -1,961.00

b

4

Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

5. In the Received By field, indicate the name of the individual who received the purchase order items.
6. Enter the Invoice Number for the purchase order.

7. Enter a free-text Description for the items received.

8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the
weight.

@) FINANCE MANAGER



10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

F] Line Item Receiving - New Line lrem Receiving | w

File Edit View Help
l‘ g Ne Update opy i Seve (il SsveendClose ) X M Search b

Shipment Infermation

Receivedfor P.O. & ¢ iEi Order#: 17332 Date Received: 09/1572017 B Reference . - New -
Received By: - Michzel Maintenance Invoice # AS1456 Shipping Msthed:  FedEx
: Description: Soundproofing Parts - First Shipment §| Vfeight (Lbs): 95,95 us
Num Cartons: Jua

Since this is the first of 2 shipments, you can enter that information in the Description field.

11. If the PO was only partially received, click in the Quantity field for the line item and indicate the number of
items received. Tab to the next PO line item and continue to enter the quantities received. nVision Accounting
tracks the total purchase order amount (minus shipping) and the total received amount and shows the difference

representing the amount not yet received.

Purchase Order tems Received

M €} MW Seach- & %~ | FulyReceivePO |
Purchase Order Received
Line & [iem Number Description UM Unit Price Quantity Extended Amt = Quantity Extended Amt
2 ctand Pipe.  ROLL 437 0007 30 140108 300 149100
b i o TR
Totel Received Amount: 1.491.00 Total PO Received Amount 1,481.00 Total PO Amount: 1,961.00 Difference; -470.00

12. Click Save.

The saved record is added to the Line Item Receiving listing window.

Line Item Receiving
Listof Stipments Received for Date Range. 029972077 -v Through: (8192017 b
Search+

Crag a coluin header hera o graup by tha: column

Pt cat 1 e
[ @i U Eports Fquiprent Elementan
7 BBR Peading Matesa's Elementar;
n isas Msweame PENTY: T aeakag P R e — - a .
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Finance Man

13. Enter Add mode.

r
m Line Item Receiving - New Line Item Recewing =

(Bl Edit View Help
| s M il Seve [ SsvesndClese & > . - ?

Shipment Information

Recewedfor PO 4 A Orders Date Received: 031182017 [~ | Reforence *  ~ New -
Receivad By Irvaice & Shipping Method
Description o | \Weaght (Lbs) -
Num Cartons 2

Purchase Order Information

Date Ship Te Building

Vendor ID Ship To Contact

Purchase Order ltems Recerved

M 4 P B Searchr & ¥ - | Fully Receve PO
Purchase Crder Received
Line = frem taamber Description 1M Uit Price uantit Extended &mt  Guantis Estended Am:

| Total Received Amount 000 Totel PO Receed Amourt 000 Tolsl PO Amourt 000 Difference. 000

14. Enter the Purchase Order Number and tab off the field OR use the lookup 43 to choose from a listing of valid
purchase orders.

rm Demo CSD - Purchase Order Lookup @
Purchase Order Lookup
Use the grid below o find the Purchase Order you are looking for, L]
H 4 b M Search~ -
PO umber  Vendor hame vendorID Date Balance =«
5 MNAPA AUTO PARTS 1177 08/31/2017 10165
5 LAERDAL MEDICAL CORP. 960 08/04/2015 88,58
5 B & BEQUIPMENT CO 116 03/31/2017 30999 D
& ACCUSTICAL SOLUTIONS INC. 23 :08/312013 1_9&14)&%:
| 6 TEACHING RESQOURSE CENTER 1746 07/01/2017 458.65 .
| 6 DELL MARKETING 451 08/19/2015 48802
7 THE READING CIRCLE 1782 07/01/2017 214.85
8 WORLD BOOK EDUC PRODULTS 1952 07/01/2017 32997
8 Samsung 9332 11/20/2015 458.00
& MACTOOL DISTRIBUTOR 1034 03312017 10.00
10 LONGSTRETH SPORTING GOODS ©336 06/16/2017 40276
| 10 ABC SCHOOL SUP. 13 06/09/2015 342,00
| 40 AGr Counmn LN 13 NTINA A E RET-S E-
v Only Show Outstanding Purchase Orders Include Fully Received Purchase Orders
[ ok J[ Cama |
| =
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The Purchase Order lookup provides options to restrict the lookup to *Only Show Outstanding Purchase Orders’
and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

g N
FZ] Line ltem Receiving - New: Line ltem Receiving Iil_lg

Eile Edit Miew Help
g Ne pdate “opy bl Save [ SaveandClose & X W ’ Search

Shipment Information

Receivedfor P.O.# & @1 Order #: Date Received: 0%/19/2017 B Reference &1 - New-
Received By: Invaice ¥ Shipping Method:
Description: |m'§| ‘ieight (Lbs): &
Mum Cartons: &

Purchase Order Information

Date: Ship To Building:

Verdor ID: Ship To Centact:

Purchase Order ltems Received

P M Search~ ﬁ% M’ v | Fully Receive PO |
Purchase Order Received
Line = Item Number Description Uom Unit Price Quantity Extended Amt Quantity Extended Amt
3 <:Enter =
I F 4 BO 2 47000 < Emter>

Total Received Amount: 0.00 Total PO Received Amount: 1,491.00 Totzl PO Amount: 1,961.00 Difference: -470.00

4

In our example, nVision knows that only the second line item has not yet been received. The extended amount
of the second line item is $470.00, resulting in a difference of -470.00.

Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

15. (Required) Enter the vendor-assigned Order #.

16. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

17. In the Received By field, indicate the name of the individual who received the purchase order items.
18. Enter the Invoice Number for the purchase order.

19. Enter a free-text Description for the items received.
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20. Indicate the Shipping Method for the items received.

21. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the

weight.

22. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

E] Line Item Receiving - New Line Item Receiving |\i_|$l

Eile Edit View Help
e Ne Update -3 Cop a Save H Save and Close @ X M ’ Search #

Shipment Information

Received for P.O.# 6 @B Order# 1722 Date Received: 091972017 [+] Reference: - New-
Received By:  Michael Maintenance Inveice £ AS1458 Shipping Method:  FedEx
i Description:  Soundproofing Parts - Secong Shipment ? Vigight {Lbs): 27.50
B Mum Cartons: 2

Since this is the second of 2 shipments, you can enter that information in the Description field.

<

23. Since only the second line item is being received, click in the Quantity field for the line item and indicate the

number of items received. If additional PO line items exist, tab to the next item and continue

to enter the

quantities received. nVision Accounting tracks the total purchase order amount (minus shipping) and the total

received amount and shows the difference.

Purchase Order liems Received

| Totzl Received &mount: 470.00 Total PO Received &mount: 1,961.00 Totzl PO Amourt: 1,961.00 Difference: 0.00

M 4 b » Search~
Purchase Order Received
Line # [tem Number Description UOM  Unit Price Quantity Exiended Amt Quantit Extended Amt
1 Audiobeal Duct an . ROLL 14810 < Enter »
[ at kg » J 200

In this case the difference is now 0.00, indicating that all of the PO items were fully received.

24. Click Save.
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The saved record is added to the Line Item Receiving listing window

| Line item Recelving
ListoiShipments Recewed for Dats Range. 03132017 = Thewgh 0379707 |

Search® &%
Dragacelumn hescer here ro group by thatcelumn

Befecence § Cate Bocened  fiesesa B Ceder s e 2
13 e300 Fober Jones 541785 Sports Equinment Elemerary 40364

0928207 Danra Bergen a2 Peading Materials Elemertar; 11130

13 8152017 Mitrael Mainterancs Sounaproofing Pars - First Shepment 49100
3 Lot o Ml hgimerance. Saunzamnafng Parts - Secang Snvomect

When revisiting this window, use the Date Range fields at the top of the window to restrict the listing to specific

shipments received based on date.

REnstian Beeeiving oo x
st Shpments Received for Cate Fange. 9162017 = Thowgh 239277 =]
Search~

Drag 2 column heager here to group b thatcoumn

HH-
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B LT e — s e T A e R O e B ey 838t
09187017  DonnaBergen BaER Beading Matera's Blementar, 31200 1130

1 03I Michael Mamvarsnce I3 Saundoratng Fart: - Sepra Shament 08302017 a0



File Attachment

Click the File Attachments tab to add a file attachment to the Line Item Receiving record, such as packing slips for
received PO items, backorder receipts, etc.

Purchase Order Details

Purchase Order ltems Received :—E

Mame

Agd,

Total Received Amount 42500 Totz! PO Received Amourt 42500 Total PO Amount: 550.00 Difference: -125.00

While in Update mode, click Add to specify the location of the attachment to be linked to this line item
receiving record. Use the Browse button to find the location and name of the file.

i hdd File Attachment X
Attechment;
| Browse
Comment:
oK Carcel

Highlight the file and click OK.

Enter any Comments as needed. The selected file is linked to the line item receiving record for the PO.

Purchase Order Details

Purchase Order ltems Received | m’

ame Size Oper
» BusCopypds 362082
Agn
Deletz
Scar
Totzl Received Amount 0.00 Tatsl PO Received Amount 0.00 Total PO Ameourt 157.08 Difference -157.08

Highlight the file name and click Open to view the contents of the file, Highlight the file name and dlick Delete if you no
longer want this file to be linked to the purchase order.

Be sure to click Save at the top of the window.
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Line Item Receiving Report
Under Reports —

Purchase Order Reports, select the Line Item Receiving option to print a report of items received for

selected or all purchase orders and vendors, within a selected PO and Received start/end date range.

I] Dermo CSD - Line Item Receiving Report

L= [

Line Item Receiving Report

Report Criteriz

Purchzse Order(s): Al

This report will ist the items received by order number from the selected purchase orders,

Vendor(s): All

PO Start Date: 08192017 |~ \ Received Start Date:  08/19/2017 | =
PO End Date: 09192017 | = | Received End Date: 09192017 B
. - f f
= X Export | I Run
LI
Demo CSD
: NVISI Nl
Line Item Receiving Report From 8/19/2017 - 9/19/2017
Date Received Qrder Number PO Number PO Date Vendor Name Received By Contact
Line Number Item Number Description Units Unit Price Quantity POAmount Qty Received Received Amount
09182017 541765 3 08/3172017  ABC SPORTS & FITNESS Robert Jones John Requser
1 CuraCoatFoam Dodgeballs Setofs BOX 55 9500 100 56950000 100 55 950000
2 Rainbow UltraFlite Kickballs Setof 6 BOX 54,9500 1.00 54.950000 1.00 54.950000
3 IManila Tug of War Ropes EA 64 9500 1.00 64.950000 1.00 &4 950000
4 Rainbow UltraCatch Scoops Setof 6 CAS 58 9500 100 5§ 9906000 1.00 55.990000
E
5 DuraHoop Hula Hoops Setof 12 SET 52.8800 1.00 52.880000 1.00 52 BBOOOD
& Rainbow Polypropylene Jump Ropes Setof & BOX 155700 2.00 31.940000 100 15.970000
T Hop-Along Bouncers EA 249500 500 124 750000 000 0.000000
[ Rainbow Pathway Tunnels EA 99 9500 100 99.950000 100 99.950000
544785 Totals: 13.00 54436 7.00 403.64
canemy 732312 4 0813172017  ACADERIC BOOK SERVICE INC DonnaBergen John Reguser
1 1-2 Vaniety Pack Elementary Readers Paperback Set  BOX 358500 1.00 39880000 100 39 880000
of12
2 10Kangaroos Math Reader (5 Pack) PA 1.990C 2.00 3.960000 200 3.980000
3 Word Pronlems Grade 3Level 2 =3 76700 1.00 7670000 100 7.670000
4 123 Tothe Zoo Train Flash Cards SET 139960 200 27 960000 200 27 980000
B 1to 20Animals Aplenty BOX 15 9900 1.00 15.85G000 1.00 15.990000
8 10 Ways | Can Savethe Earth SET 15.8000 1.00 15.800000 1.00 15.800000
732317 Totals: 8.00 111.30 8.00 111.30
08162017 17332 & 08/2172017  ACOUSTICAL SOLUTIONS. INC IMichael Maintenance BobReguser
1 AudioSeal Ductand PipeWrap 2-Inch Thickness U ROLL 497 000 300 1491.000000 300 1491 G0GO00
BARAUDWRPILES4318
2 Alphafiat Foam2 ¥ 4 x 3 Grey Sox of4 SKU BOX 2350000 2.00 470 000000 000 0000000
FOIAF243GREY
17332 Totals: 5.00 1,961.00 3.00 1,491.00
09192017 17332 ) 08/31/2017 ACOUSTICAL SOLUTIONS INC Michael Maintenance BobRequser
1 AudioSeal Ductand PipeWrap 2-Inch Thickness SKU ROLL 497 0000 300 1491 0000G0 000 0 000000
EBARAUDWRPILES4319
2 Alphaflat Foam2 X 4x 3' Grey Box of 4 SKU BOX 2350000 200 470 000000 200 470000000
FOMAF243GREY
17332 Totals: 5.00 1.961.00 2.00 470.00
091872017 12:28 PM Page 112
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Computer Check Entry

NOTE: If you had your Computer Check Entry window while making entries on the Line Item Receiving window, please
close the Computer Check Entry window and then re-open the window to refresh entries.

You may not want to print a check linked to a PO where some of the items were not yet received. However, you may
create a computer check record for it.

After you have selected the cash disbursement schedule and entered Add

mode to add a check record, the following
window displays.

F-] computer Check - New Computer Check I = |
File Edit View Help
i New pdate il Save | SoveandClose & X W 4 b M Search %Y
PO.# | (3]  Bank Account. HSBC Checking [+] Vendor#: A Batch [+]
Demo CS D Temporary Check #  Mew - Not Saved
Always Print Separately Payment Date: 09192017 E
Payzble To: Payment Due Date: L Ei
Address: E} Amount: 0.00
NY [+ us [r]
Description:
._-Q%éb-u.rser‘nents | File Attachments
X  Search- b M4 - Move Down e Up
PC ! el ¥ Hqua
Check Amount:  0.00 Detail Totzl:  0.00 Difference:  0.00 2 In Balance J
L = = i

If you are paying a purchase order, enter the purchase order number against which you are applying a payment. Use the

lookup to choose from a listing of valid purchase orders. Tab off the field. Once you have specified a PO number,
nVision Accounting defaults the corresponding Amount, Vendor Number, Vendor Name, Vendor Payment Address, and
Disbursement information from that purchase order.
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If you are paying a computer purchase order where only some, but not all, of the line items were received, the Cash
Disbursement Detail Calculation screen displays.

-
m Demo CSD - Purchase Order Line Items - 3 M

Cash Disbursement Detail Calculation

The Cash Disbursement details for the check can be pre-filed based on the quantities of the items received or the
remaining purchase order amount,

Please select one or more shipments and their assodated items to be paid or dick "Pay Remaining PQ Amt",

Select One or More Shipments for Payment:
" 3\ Reference No. Date Received Received By Crder = Invoice = Diescription PO No. PO Date Shipment Amt

3 6 DO 8201 RebertJones. (541785 ABCT4455 SportsEquipi. 3 D8/3142037 40384

| Select All Shipments

Select One or More Line ltems for Payment:

Purchase Order Received -
Line No, Item Number Description UM Unit Price Quantity  Extended Amt Quantity  Extended amit
2 Rainbow UltraFlite... BOX 54,9500 1.00 54.85 1.00 54,85
3 Manila Tug of War.. EA 64.9500 1.00 6495 100 8455
4 Rainbow UltraCatc.. CASE 58.9900 1.00 5899 1.00 58.99
S _DuraHoop HulaH.. SET 52.8800 100 5288 100 52.88
& Rainbow Polyprop., BOX 159700 200 31.94 1.00 15.97 J
7 IHop-Aloﬂg Bounc.. EA 248500 5.00 12475 o.oo 0.00
8 Rainbow Pathway.. EA 99,9500 1.00 99.95 1.00 9995 «
= k Pay Remaining PO Amt l | Pay Received Amt | ‘ Cancel |

L

= e = 2

This window displays each purchase order line item along with the corresponding amount ordered and amount received.
Use this window to select the purchase order line items that are to be paid.

Highlight the appropriate PO Shipment lines or check the ‘Select All Shipments’ box. Select one or more PO line items for

payment or check the ‘Select All Line Items’ box. Click I Payemoinion FO.Ack. | to pay the amount that is still outstanding
on the purchase order.

OR

Highlight the appropriate PO Shipment lines or check the ‘Select All Shipments’ box. Select one or more PO line items for

payment or check the ‘Select All Line Items’ box. Click | PayReceived Amt | to pay for only those purchase order

items that were received. In our sample window above, only one of the 2 quantities for PO Line Number 6 and none of
the 5 quantities for PO Line Number 7 were received.

In our sample, we are going to dlick ‘Pay Received Amt’ and only pay for those line items that were already received,
which is reflected as the Shipment Amount of $403.64.
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The Computer Check window is displayed, with the appropriate disbursement details entered based on the PO line item(s)
selected for payment.

i
P:] Computer Check - New Computer Check lE'_l_‘Q‘

File Edit View Help

gk New Updste -3 Copy ol Save o Saveand Close Q X M 4 r M Search $ 5
PO.# § Bank Account.  HSBC Checking [»] Vendor#: " Batch: ||
Demo CSD Temporary Check &  New - Not Saved
" Always Print Separately Payment Date: 091972017 [ ]
Payable To: ABC SPORTS FITNESS Payment Due Date: _;_; I~
Address: CROSSROAD PLATA E' Amount: 40364
3 JOHNSON ROAD
LATHAM NY  [v] 12110 T
Description:

Disbursements i—éﬁeﬁ@h—m;t;

M 4 b b &= X Searchr ﬁ %* B Move Down 4 Mo elp

Sequence PO= Account Invoice Number Description Amount Amount Liquid 1099 Reporting

b N 3 A2110500772400 403.64 403.64

* |
Check Amount:  403.64 Detail Total:  403.54 Difference:  0.00 @ In Bslance

) FINANCE MANAGER



Finance Manager

Here is an example of entering a check against a purchase order received in two separate shipments.

: e — - — — ——
E] Computer Check - New Computer Check = P
File Edit View Help ,’
= |
G Nes Updata 3 Cop i Save [ Saveand Close S X W 4 r M Search ¥ J
PO.# 6 (#3]  Bank Account HSBC Checking [+]  Vendors: B Batch: [+] |
F 1 |
D emo B Temporary Check £ Mew - Not Saved ]
\
ys Print Separately Payment Date:  09/30/2017 E! 1
Pzyable To! Payment Due Date: g B i
Addr E‘ Amount: 0.00 ‘
W[ s 7]
Demo CSD - Purchase Order Line ltems - &
Cash Disbursement Detail Calculation
The Cash Disbursement details for the check can be pre-filed based on the quantities of the items received or the
remaining purchase order amount,
Please select one or more shipments and their assodiated items to be paid or dick "Pay Remaining PO Amt™,
Select One or More Shipments for Payment:
JN Reference No. Daie Received Received By Crder £ Invoice = Description PO Mo, PO Date Shipment Amt
b 13 094152017 Michael Maiv. 17332 AS1456 Soundproof,. & G8/3242017 149100
14 09/19/2017 Michael Mai.. 17332 AS1458 Soundproof.. 6 08/31/2017 470.00
Select All Shipments
Select One or More Line ltems fer Payment:
Purchase Order Received
Line No, Item Mumber Description uom Unit Price Quantity Extended Amt Quantity  Extended Amt
E AudioSeal Duct and... ROLL 4970000 3.00 1481.00 3.00 1491.00
2 Alphaflat Foam 2" ¥.. BOX 235.0000 2.00 470,00 0.00 0.00
Select All Line ltems _
| Pay Remaining PO Amt | Pay Received dmt l Cancel |

Select one, multiple, or all shipments for payment. Then select one, multiple or all line items for payment.
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Finance M

In this example, we are selecting all shipments and all line items.

I] Demo CSD - Purchase Order Line ltems - 5 ==
Cash Disbursement Detail Calculation
The Cash Disbursement details for the theck can be pre-filed based on the quantbes of the items received or the
i remaining purchase order amount,
Please select one or more shipments and therr assoaated items to be pad or dick "Pay Remaining PO Amt",
[
| select One o More Stupments for Payment.
Q Reference o, Date Feceived  Rece ed B Crder = Incice = Descrphion PO Mo PO Date Shipment Amt
‘ (3 13 09452017 Kichael Maie 17332 ASI45E Soundproots 6 W83172017 148100
| 14 09/19.2017 Michael Mai., 17332 451456 Soundproofl. & 08312017 470:00
|
| ¥ Select All Shipments
Y
Select One or More Ling ltems for Payment
Purchase Order Recelved
Line Mg, ftem Mumber Deseription uoe uret Price Quantity Estended Amt  Quantit, Extended Amt
i 1 AudioSeal Cuct and:  ROLL 497.0600 300 1491.00 200 1451.00
| 2 Alphaflat Foam 2 » BOX 235.0000 200 470,00 200 470.00
|
|
PayRemainngPOAM | PayRecswedAmt | | Cance
: A : ’
Click *Pay Received Amount”.
PE] Computer Check - New Computer Check L@_l__ﬂ
(Eile Edit Miew Help
+ Ne | " & Seve @ SeveandClose & ’ »
PO B [#] BankAccourt: HSEC Checking [+ Vender# Batch -
Demo CSD Temporary Check#  New - Not Saved
Always Print Separately PaymentDate 0973072077 Ll
Payable To: ACOUSTICAL SOLUTIONS, INC FaymentDueDate | ~|
‘ Address.  ATT MICHAEL BINNS | Amount 1,961 00
3603 MAYLAND COURT
| RICHMOND Va - 23233 us |-
|
I Descnphion
|
Disbi s | File Attachment
i M G K Search- AN M~ 1 !
Sequence PO= Accon Iwoice Number Description ount Liquid 1059 Reporting
y 1 6 AZDFN200770000 1,961.00 196100
*
|
Check Amount: 1,961 00 Detzil Total.  1.961.00 Cifference: 000 &n Balance 2
L etk = i s e b S e T——— R _— = = P

The amount of the purchase order is reflected on the disbursement window.
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Finance Manager

Note the 'Receiving Status’ filter at the top of the Computer Check window, which provides the ability to filter the
checks in the listing window to show the following:

"All" = shows checks for fully and partially received POs, as well as checks not being paid against a PO)
‘Blank” — shows checks not being paid against a PO

‘Fully Received” — shows checks for fully received POs

“Partially Received’ — shows checks for partially received POs

| Computer Check PP— - A e ’ a
b Schedue A-2 *  Sepember 2017 Cash Disbursemerts Y1017 - 9302077 3 liew Schedule
Search~ B - pach AN = | Recening Suatus. [ Al

Drag 2 celurn header here 1o group by thas celumn

Blank
it T TR T o Fully Recenec

o B, e
422 ) ABC TPGATE I FTHERS . Parually Recerced |
023 ACADEMIC BOOK SERVICE 1heC a 1m0
6044 # AZOUSTIZAL SOLUTIOHS Ihe [ 196100

ﬂ FINANCE MANAGER



Finance Managet

Payment Receiving Status Report

In nVision Accounting, after computer checks have been entered for POs that

were either fully or partially received, go to
Reports — Schedule Reports and click the Payment Receiving Status option.

I |
E] Demo CSD - Payment Receiving Status Report Launcher = Iﬂh
Payment Receiving Status Report

This report will list line item receiving status for paid purchase orders.

ke P Bl Search~ 2 ¥ Fund: (A v Status: Open v

Schedule Description StartDate EndDate -

A2 September2017 CashBisbure 09/0142017 09/30/2017

A-d Payrall Cash Disbursement Ji.. 07/01/2017 073152017

A-4 Cash Dishursement March 20.. 03/01/2017 03/31/2017

A-3 Cash Disbursements January... 01/01/2017 01/31/2017

A1 Cash Disbursement 10/01:2016 10/31/2016

A-2 CashDisbursement Septemb... 09/01/2016 09/30/2016

A-5 Computer Checks June 2016 06/01,/2016 D&/30/2016

A-6 TA Checks 06/01/2016 06/30/2016

A.a Anril Cash Dishursements 041 /2016 430016 e

Report Criteria

Receiving Status Option _]
Sort By Check Number [+
E AN~ 7 Export H Run | Cancel |
s J

1. If necessary, use the Fund and/or Status filters to restrict the contents of the listing window. Highlight the
appropriate cash disbursement schedule.

2. Use the drop-down to choose the Receiving Status Option — All, Not Yet Received, Partially Received, or Fully
Received.

3. Use the drop-down to choose the Sort By option — Check Number, Vendor Name, or Vendor ID.

4. Click s

|
| or B Bxport | to Excel.
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= Manage!

The Payment Received Status Report includes the following information: check number, check date, vendor ID, vendor

name, PO number, PO date, check amount, PO item total, PO received total, and difference between the PO Item and PO
Received totals. A sample report follows:

Demo CSD NVISI

Payment Received Status Report For All Purchase Orders For Schedule A - 2 \q

Check Number Check Date Vendor D  Vendor Name PO PO Date Check PO Item PO Received Difference

Number Amount Total Total

6022 {on9RMT 14 ABC SPORTS & FITHESS 3 08312017 403 84 544 38 403 64 140.72

6023 0992017 17 ACADEMIC BOOK 4 08312007 11.30 11130 11130 000
SERVICE INC

6044 093072017 23 ACOUSTICAL 6 0B/31/2017 1,961.00 1,861.00 1,961 00 000
SOLUTIONS. INC

5050 09/30207 13 ABC SCHOOL SUP 8 o8I 2Mm7 1.300.00 1.300.00 1.300.00 000

8053 087302017 15 ABEKA BOOK, 100 cai2my 550.00 550.00 550.00 000

INCORPORATED
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Finance Manager

Check Printing

At the time of check printing, after the schedule and bank account are selected, use the ‘Receiving Status filter on the
Checks to Print tab to help you select the checks to be printed.

"All" — shows checks for fully and partially received POs, as well as checks not being paid against a PO)
‘Blank’ — shows checks not being paid against a PO

‘Fully Received” ~ shows checks for fully received POs
*Partially Received’ — shows checks for partially received POs

E] Demo CSD - Check Print M
Print/Post Check - ;{_J
i b= Schedule: A- 2 = I September 2017 Cash Disbursements 94172017 - 302017 Bank Account: l HSBC Checking >
- T T MR S Print: [ Al v
Checks To Print . Checks ToPast |  Copies To Print | @ Stubs To E-Mail |
4 4 P M Search~ ﬁﬁ & ~ Batch: [All) ¥ || ReceivingStatus:
Temp Check = Batch PO Mumber Vendor Description Invoice Num Pa:
6022 3 ABC SPORTS & FITNESS (Blanigy
; - Fully Received
6023 4 ACADEMIC BOOK SERVICE INC | Partially Received
6044 ] ACOUSTICAL SOLUTIONS INC. — "
6050 8 ABC SCHOOL SUP. 130000
6053 100 ABEKA BOOK INCORPORATED 550,00
8054 AGWAY PETROLEUM CORP. 500.00
Check Date Check/Stub Number Select All Selected To Print Print To | = Check
0913012017 [~ 10081 0 | \¥imde 1\1720dn QA v | setings
| % Preview i
Location Password Load I
| | = Print |
!
Location Password Load [ )
I Close |
L. “1
10042017
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