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Receiving Concepts 

Receiving purchase orders is an important part of keeping information on your system accurate.  

Receiving adds the quantity of delivered items to the quantity on hand in the system, so that you know exactly 

how many items you have for sale. This accuracy also helps you make future purchasing decisions.  

Receiving also updates the costs on your inventory items, which helps you track accurate sales and gross profit 

figures.  

In this course, we show how to access Purchasing and Receiving in the system and describe key fields on the 

header screen. 

We describe methods to lookup a PO for receiving and show how to use the PO Viewer to check order status. 

Objectives 

• Header Screen 

• PO Lookup 

• PO Viewer 

Header Screen 

You can open Purchasing and Receiving from the Eagle Browser by selecting Purchasing and Receiving.  

You can also type MPO in the launch bar, and press Enter.  

The top portion of the screen identifies the Store, the Vendor, and the P.O. Number.  

The lower portion of the screen shows information pertaining to this specific PO, such as the Date Due, 

Reference Number and Order Type.  

If the Backorder field is set to No, the Purchase Order is complete after being received, regardless of whether all 

of the items were received.  

When set to Yes, the PO remains open until all items are received and finalized.  

The Buyer’s ID indicates who created the Purchase Order.  

This is important information if questions come up later. Finally, the Totals section shows the Number of Line 

Items, the Total Freight, and any Other Charges that may have been incurred.   

You can easily check to see if there is a discrepancy between the Total amount here, and the total on the invoice 

you receive from your vendor. 

PO Lookup 

There are a couple of ways to look up a PO, or Purchase Order.  

The easiest one is to type the P.O. Number in the P.O. Number field and press Enter.  

The PO information will populate on the screen.  

If the merchandise has arrived, press the Receive button on the Ribbon bar.  
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You can also select the Vendor, and then choose the correct PO from the dropdown list.  

Doing this limits the list to PO’s only created for this vendor.  

Just like before, select the Receive button from the Ribbon menu to update your inventory. 

To view all of your purchase orders, select View PO from the ribbon menu.  

This is called the PO Viewer.  

Use the Vendor and Store filters to narrow your search. When you find your PO, click it and press Select.  

You’ll return to the Purchasing and Receiving header where again, you can opt to receive it. 

PO Viewer 

The Purchase Order Viewer lets you see a PO’s current status.   

Open PO’s have not yet been received.  

When viewing it on the Purchase and Receiving Screen, this is indicated by an F Status, for Final.   

If vendors allow backorders, you may have PO’s with a Partial Status.  

In this instance, some, but not all of the items, have been received.  

Partially received PO’s only list items that haven’t been received.  

This status is marked with P on the Header Screen for Partial.  

The last type of common PO Status is one In Receipt. These are PO’s that are currently being received.  

This PO may be partially completed and someone may still be working on it.  

PO’s in Receipt have a Status of R, for Receipt in Progress.  

This means not all items have been finalized on the Receiving Report.  

Best Practice is to make sure you have the correct purchase order and are not duplicating someone else’s work 

before editing a PO In Receipt.  

You may also come across PO’s with a status of X, for Canceled, or T for Temporary. 

Recap 

Now that you’re familiar with the Purchasing and Receiving screen, the process of looking up POs, and how to 

determine their status, you’re ready to use the receiving process. 

In this course, we showed how to access Purchasing and Receiving in the system and described key fields on the 

header screen. 

We described methods to lookup POs for receiving and showed how to use the PO Viewer to check order status. 

 



 

 

 

About Epicor 

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed 

around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of 

experience with our customers’ unique business processes and operational requirements is built into every solution—

in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while 

managing complexity. The result is powerful solutions that free your resources so you can grow your business. For 

more information, connect with Epicor or visit www.epicor.com. 
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804 Las Cimas Parkway 

Austin, TX 78746 
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Latin America and Caribbean 
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Plaza Central, Col. Santa Maria 
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Phone:  +52.81.1551.7100 

Fax:  +52.81.1551.7117 
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Downshire Way 
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United Kingdom 

Phone:  +44.1344.468468 

Fax:  +44.1344.468010 

Asia 

238A Thomson Road #23-06 
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Singapore 307684 

Singapore 

Phone:  +65.6333.8121 

Fax: +65.6333.8131 

Australia and New Zealand 
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100 Pacific Highway 

North Sydney, NSW 2060 

Australia 

Phone: +61.2.9927.6200 

Fax: +61.2.9927.6298 

The contents of this document are for informational purposes only and are subject to change without notice. Epicor 

Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and 

specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose, 

merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints, 

dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any 

Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting 

services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s) 

described in this document with other Epicor software or third party products may require the purchase of licenses for such 

other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States 

and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation. 

All rights reserved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.epicor.com/company/connect-with-epicor.aspx
file:///C:/Users/csandoval/Desktop/working%20on/Epicor%20Rebrand/Generic-Word-Templates/Epicor-Generic-Word-Template-0116/www.epicor.com

