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RE-ENGINEERING THE FUTURE

ICBS Receiving Inbound Orders with the Scan Gun

To receive an inbound order using the scan gun

1	 Under	Menu,	double-tap	Receive.

2	 On	the	next	screen	that	displays,	tap	Purchase Order/
Requisition.

3	 On	the	next	screen	that	appears,	tap

If known, type the shipment number in the Shipment # text 
box, and then tap      .

4	 Under	Receive,	tap	to	select	the	shipment number	of	your	
choice.

5	 Scan	the	Receive	Location,	and	then	tap

6	 Scan	the	Item ID	to	be	received,	and	then	tap

7	 On	the	next	screen	that	displays,	type	the	quantity to be 
received in	the	UOM Quantity	text	box.

This quantity may or may not match the quantity originally 
orderd on the purchase order or requisition.

8	 In	the	Disposition Code	text	box,	change	the	disposition 
code	for	the	item,	if	appropriate,	and	then	tap

9	 Continue	to	receive	the	remaining	item(s),	and	then	tap	
three	times	to	return	to	the	Menu.

This quick reference card explains how to receive purchase orders and requisitions that have arrived on your loading dock. 
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