Receiving Inventory into SAGE

1. Click on the Purchase Order Module in the Left Column.
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2. Click OKin the pop-up window.

. Sage 100 Change Accounting Date
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3. Click on Receipt of Goods Entry tool from the Main Menu.
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4. Search for an existing Receiving batch or make a new batch.

- P/O Receipt Entry Batch — (] X
Batch NumbIr I a@ Iq 4 b M Modify... Verify
Comment Eer'n,ln']br?f Merge

Status ] | CreatedBy [ J [ }
Enties | 0] ModifiedBy | || ]
Total Amount

1 Balance Total .00

2 | Taxable .00

3 | Nontaxable .00

4 | Prepayment Applied .00

5 | Discounts .00

6 | Freight .00

7 | SalesTax .00

Accept  Cancel  Delete P




5. Search for an existing receipt in the batch or create a new receipt.

H * Receipt of Goods Entry (LET) 6/19/2025 = ]} X
Receipt Numbs Qe 4 b M Batch [03156 |0 e |
J 1 Header 3. Lines 4. Totals 5. InstaDocs o}
Receipt Date =3
Purchase Order Number Q, 7 " Invoice Number Invoice Date P
Order Type O\)
Order Status Q
Required Date O\,
' Q, foB
099Fom | +|  Waehouse Q,
1099 Box =)
Sales Tax Confirm To o\)
Schedule Q, E-mail A
Telephone I Ext | I
Use Tax O Comment

9 Recalc Tax

Accept Cancel Delete & @



6. Putthe PO number in the Purchase Order Number Box
. * Receipt of Goods Entry (LET) 6/19/2025

- m] X
Receipt Number 065480 QL[ 14 4 b DI [ Batch 03156 %) Defaults...  Vendor...
J 1. Header l 2 Address 3. Lines 4. Totals 5. InstaDocs =

Receipt Date  |6/19/2025 |7

Purchase Order Nu-A " Invoice Number

vogate [ &

Invoice Date

Order Type :’ Purchase Address Ck

Order Status E:’ Ship-To Address 0000 q ACTION TARGET

Requied Date [6/19/2025 |77 Tems Code L
Sttt  ros| |

1099 Form [N o1 Warehouse 000 /@, MINNESOTA

1099 Box v

Sales Tax ‘ Confirm To Q

Schedule [ & Emi =
Telephone I Ext

Use Tax O Comment |

2@

Accept  Cancel  Delete 80.:

7. Click on the lines option near the top of the tool.

. * Receipt of Goods Entry (LET) 6/19/2025

Receipt Number (065430 — & Batch |03156 K]
2. Address 3. Lines 4. Totals 5. InstaDocs

1 |
Receipt Date  |6/19/2025 |7

Purchase Order Number 0048343 QO @ [ Invoice Number

Vendor No. 0000801 Q, [*] ACTION TARGET

Order Type Standard Order Purchase Address Q

Order Status Back Order Ship-To Address | 0001 Q ACTION TARGET

RequiedDate [5/7/2025 |77 IemsCode 01 /@, NET 30

Invoice Date

shovi & Fos |




8. Find the line of parts you are receiving and input the quantity you are receiving.

> 8- Quick Row &3 EREES -
Item Code Ordered Received | Unit Cost Extension Comment J
i m 10 0 04 4407 a0 ATL ﬂ1=1ﬁ7n
[ A& 2 | 801-7573 15.4028 308.06 AT order 151370 I
*QJI'IJJI ~ U Jd.m LU ST MU
4 0 0 .0000 .00
Description ‘\ PT STD Dueling Tree Target Pad A Print Label
9. Click the accept button.
. * Receipt of Goods Entry (LET) 6/19/2025 - m}
Receipt Number 065480 QL[ 14 4 B DI [ Batch | 03156 ) Defaults... || Vendor.. ]
1. Header 2 Address ‘ 3. Lines 4. Totals 5. InstaDocs o
8- Quick Row 6B EREER -
‘ Item Code Ordered | Received ‘ Unit Cost Extension | Comment
1| 801-29190 10 81.4167 .00 AT order 151370
A 2| 8017573 20 15.4028 308.06 ATl order 151370
3 ] 801-1557 5 33.3767 .00 AT order 151370
4 0 0 .0000 .00
Description | PT STD Dueling Tree Target Pad A Piint Label
Warehouse | 001 Single Item
Unit of Measure | EACH
Back Ordered 0
Required Date | 5/7/2025 %
Enter qty received (Orig Order: 20, Received to Date:0, Invoiced to Date:0) Total Amount 308.06
a0

Dekete | & @ ‘




10. Type in or search for the skid that you are receiving the part to. Then click OK
B 8in Location Distribution O X

801-7573

EACH Warehouse Code |001

Bin Location | Availlable | Distibute |
SK 1460 0 20

Item Code PT STD Dueling Tree Target Pad

PROVO WAREHOUSE

Unit of Measure

I

& M

Distribution Balance

K Cencsl @

11.When all lines on the PO are complete, Click on the printicon in the lower right
corner.

. * Receipt of Goods Entry (LET) 6/19/2025

— m} X
Receipt Number 085420 QL[ 14 4 b M [ Batch [03156 (3] Defaults.. = Vendor.. (7]
1. Header 2. Address ‘ 3 Lines ‘ 4. Totals 5. InstaDocs 2
Y 8- Quick Row = EXEER-
Item Code Ordered \ Received | Unit Cost Estension | Comment
1 80129190 10 0 81.4167 .00 AT) order 151370
2 | 801-7573 20 15.4028 308.06 AT order 151370
38011557 5 33.3767 .00 AT) order 151370
4 0 0 .0000 .00
Description | PT STD Dueling Tree Target Pad ) Pint Label
Warehouse | 001 Single Item
VUnil of Measure | EACH
| Back Ordered
VRequired Date | 5/7/2025 )
Enter qty received (Orig Order:20, Received to Date:0, Invoiced to Date:0) Total Amount 308.08
P—

a2 @

Accept  Cancel




12.Click Yes

H s52g¢ 100 X
2 ) Do you want to save changes?
-
Yes No Cancel
13. Check the Print box and then click proceed.
B rrint P/0 Receipt Entry Batch - O X
User ID Comment J Enlties‘
1 mlosee 1
=
E§ v

Refresh

14. Click print

B 0:ily Receipt Registers (LET) 6/19/2025

Purchase Order Posting Date 6/19/202
Print Full Comments |

: PE on ATI-Print01.ad. actiontarget.com [r‘ v

Current General Ledger Period E Ending |1/31/2021

! _\- Notice: This Purchase Order posting date falls into a future General Ledger period.




15. Click No
H s2g¢ 100 X

9 ) Do you want to print the Back Order Fill Report?
L)

o e

16. Click Yes
H s29¢ 100 X

9 ) Do you want to print the Recap by Bin Location?
L)

Yes End

17.Your web browser will open the printed document which you can review. After
reviewing close the web browser.

Receipt Of Goods Reg}
Journal Posting Date: 6/19/2025
Register Number: P0O-013347
Batch Number: 03156

LAW ENFORCEMENT TARGETS, INC. (LET)

Receipt,

Number Date Use Tax  Unitof Quantity,
Rtem Code/Description Tax Class Measure Whse Ordered Received Backordered Unit Cost Extension
065480 6/192025 PO: 0048949 Vendor: 0000801 ACTION TARGET
Schedule: EX CoD:
801.7573 PT STD Dueiing Tree Target Pad No TX EACH 001 20 20 0 15.4028 308.06
AT ceder 151370
Receipt Total: ™ 30806

Report Total: 308.06



18. Click No
H szge 100 X

\‘:) Do you want to update the Daily Receipt Registers?
-

19. Inventory has been successfully input into SAGE.



