How to Print Receiving Tickets

Please follow the steps below to print receiving tickets
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This report displays a worksheet for receiving delivered items into inventory for the selected sites, dates and
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O Reports>Inventory>Receiving Ticket, click on go
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Check the “All” box by Order Date (leave the From and To blank)
Put the receiving dates in the Delivery Date (From and To) boxes
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Click on All Consolidated orders under Consolidated Orders Selection
Click on All Vendors under Vendor Selection
Click on All Sites under the Site Selection

Click on Preview, then print the orders
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REMEMBER: Do not put any dates in the Order Date Box



