MDS Quick Guide Purchase Order Receiving Options

Overview :

The MDS System offers multiple options to help streamline and consolidate your inbound warehouse
flow. For customers who want to Receive Inventory , then do a review and put away to we offer a few
options. This documet outlines the setup’s and some of the options we recommend as best practices for
controlling inventory in your warehouse. However all the options are outlined. This guide assumes a two
step put away process to allow you to receive and inspect your goods before making them available to
sell.

Using PO Putaways

Setup
Turn on the PO Putaways option:

In the warehouse record, set the Putaway Method = “Y”. This will require the operator to first receive
into your receiving location, then perform the PO Putaway to move it to it’s standard location in the
warehouse.
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Enter the method for Putaway in PO Receipts :

¥ = Tuo Step Putaway, Initial Receipt to entered
Receiving Location.

N = One Step Putaway, Received directly to Putaway
Location (Standard method)

2 = Tuo Step Putway, Initial Receipt to Warehouse
Zone Receiving Location.
ALLOWABLE ENTRIES ARE ¥, N, Z
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Decide on how you want to use the Putaways:

In the Warehouse record, Putaway Bypass option. If you would like to have the option to do eithera 1
step PO Receipts Posting, or the 2 steps of PO Receipts Posting and PO Putaways, set this option to “Y”.
If you want to require the operator to always use the PO Putaway method, then set this to “N”.
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Decide whether you want to print a PO Putaway form after PO Receipts is completed.
Putaway Print —

“N” — Do not print the form.

“F” — Print the Putaway form.

“L” — Print the Putaway labels.

“B” — Print both the Putaway form and labels.
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Print Putaway information at Receipt :
N = None, Don't print any putaway documentation.
F = Forms, Print Putaway Forms.
L = Labels, Print Putaway Labels.
B = Both, Print Forms and Labels.
ALLOWABLE ENTRIES ARE N, F, L, B




Next, if you decide to print the PO Putaway form, you can choose the sort of the form.

Putaway Loc Sort — If you would like the PO Putaway form to sort by location, set this to “Y”.

snovous I B

AdojsiH

eulwe |
]

Sort the Putaway form by Warehouse location (¥)
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Printing of the PO Putaway Form — the option of where to print the form is set in the Warehouse and

the Operator records.

Once your setup is complete, you are ready to use the PO Putaway!




Perform PO Receipts as you normally would.

What document do you receive from?
PO Receiving Form?

To receive from the PO Receiving Form, you can print one using the Purchase Order and Receiving Form
Reprint Inquiry prior to PO Receipts, or once you are in PO Receipts

MDS Menu ¢
) (rome @ s @ v
1.Purchasing Order E.ntn' {;’9
2.Purchase Order Maintenance {?9
3.In-Transit Entry/Maintenance ,ﬁ,e
|D 4.Purchase Order Receipts Posting (Sub Me... {?0
5.Purchase Order Receiver Adjustment {?e
6.Create PO's from Order Entry ﬁ,e

D ?.T@!M Menu ,ﬁ,e
D 8.Pedigree Menu {?0

9.Purchasing Agent Maintenance ,ih.‘,e
.. 10.PO Misc Charge Codes Maint {?0
|ﬁ 11.Purchase Order Inquiries ﬁ,e

s Order Fax Confirmation

15.Purchase Order Reports Selector ﬁe
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While in PO Receipts Posting, just click on the button “Printrecv”
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There are many options using the PO Reprint/Inquiry by Vendor screen. We will discuss just those that
pertain to PO Receipts.

How do you select the correct PO?

Vendor# - If you only know the vendor, you can lookup the vendor number or input it here. All PO’s for
the vendor will display.
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— PO Reprintinquiry by Vendor
g Company# 01 Base Medical Supply
H Vendor# 9008 Range of PO Number
AMERISOURCE BERGEN
I
cﬁ, P O BOX 8500-41950 Starting
2
[ =] PHILADELPHIA,PA 191781950 000 Ending
@
g
2 Line PO Humber Hist PO Date Total Ord Total Rec Total Open
2L
2 1. 01136345 @ 01723119 78 ]
= -
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Enter line number to toggle print on/off
Qe Qe Qe Qernr @ Qe Qe Qe D @ D D

To select a PO or PO’s to print, click on each of the numbers to highlight.
Then click on the “RecvForm” button to print the PO Receiving form.
Or, if you would like to select the PO(s) a different way, hit <ENTER>

Range of PO Numbers — If you wanted to print a range of PO’s, input the beginning and ending PO
numbers.

When inputting a range, all PO’s within that range will be listed and highlighted.
Then click on the “RecvForm” button to print the PO Receiving form.

Or if you would like to select the PO(s) by the actual PO number, hit <ENTER>. You can enter as many as
you want and they can be for different vendors.

This will bring you to the bottom prompt of the screen. Simply type a PO# into the yellow box and hit
<ENTER>.

This will list the PO and it will be highlighted (ready to print)
Then click on the “RecvForm” button to print the PO Receiving form.

A default printer can be designated in the warehouse record.



Receiving Form:

Below is a copy of the form with all open quantities (nothing received as of yet).

PURCHASE ORDER NUMBER: 01136345 WHSE#: 001 VENDOR#: 9008 VENDOR NAME: AMERISOURCE BERGEN
OPEN P/O RPLN PROBLEM/

I O
IN# TTEM NUMBER Qﬁ QTY UM FLAG LOCATION(S) RECV LOC(S) RECV QTY DSCRPNCY LOT#
A ) [T

12 BT 000 2E2-4

GABAPENTIN 300 MG TABS
NEURONTIN 300MG CAPS CT Vend Item#:

MFG #
100 R0 O R
2 115523

[N
BT 000 HES4
SPTIRONCLACTONE 100 MG TA

ALDACTONE 100MG 500 CT Vend Item#: a-101

TOTAL QTY RECVD

24 24

TOTAL QTY RECVD

MFG #
100 U O OO
3 187955

[N
Ea 000 a-101
FLURARNDRENOLIDE 0.05% LO

CORDRAN 0.05% LOTION 120 Vend Item#: A-300

24 24

TOTAL QTY RECVD

MFG # TARO
| 0000 Y0 (IR

18 18 BT 000 FE11

OMEPRAZOLE 20 MG CAPS
PRILOSEC 20MG 1000 CT Vend Ttem#: A-100

MFG # TOTAL QTY RECVD

RECEIVED BY
DATE

CHECEED BY



Next is an example of one where items have been partially received already:

PURCHASE ORDER NUMBER: 01136346 WHSE#: 001 VENDOR#: 9008 VENDOR NAME: AMERTSOURCE BERGEN
1000 00 OO YRR O
OPEN P/O RPIN TPROBLEM/
IN# ITEM NUMBER QTY QTY UM FLAG LOCATION(S RECV LOC(S) RECV QTY DSCRENCY LOT#
1 AT 00 0RO O O | NRC T
1 115523 24 12 BT 000 EES54
SPIRONOLACTONE 100 MG TA -
ALDACTONE 100MG 500 CT Vend Itemd#: n-101 o
2-300 o
MFG # TOTAL QTY RECVD o
10T 00 0RO OO O R ET T
2 115526 12 12 BT 000 FE11
OMEPRAZOLE 20 MG CAPS -
PRILOSEC 20MG 1000 CT Vend Itemd: n-100 o
MFG # TOTAL QTY RECVD T

RECEIVED BY
DATE

CHECEED BY
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Vendor Packing List? To make it an easier process, you can search for the item while receiving:

After inputting the receiver and PO numbers, the items will be displayed. At the bottom of the screen
type “P” for Product. You would then input your product number and hit <ENTER>. The system will
bring you to the line that the product is on. This is a very useful tool when there are many items on the
PO.

The operator is brought directly to the item.
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Purchase Order Receipts Totals screen

Now, you will stop at the “Receiving Location” field. This is a location with the type of “R”. All product
on the receipt will go into this location until the operator performs the PO Putaway process to move the
inventory from the receiving location to it’s assigned location in the warehouse.

Receiving Location — Enter the receiving location these items will be kept until they are put away into
their stock location. Click on the “Inquiry” button or the drop-down arrow to see all of the receiving
locations.
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Purchase Order Receipts Totals
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PO Putaway form — If the option to print the form was selected, it will print when receiving is complete.

The items are now in the receiving location. You will need to perform the PO Putaway process to move
them to your stock location.

RECEIVER NUMBER: 008976
RECEIVING LOCATION: A-300
PUTARAY RECEIVED

PO NUM

LN# ITEM NUMBER LOCATION QUANTITY UOM PUT AWNAY REMAINING QUANTITY
136343 9008 AMERISOURCE
| NN 00O A O O A
001 115481 2E2-4

12 o1 12 N G

LOT# 5943654
GABAPENTIN 300 MG TABS
HREURONTIN 300MG CAPS CT

AMERI SOURCE
| NN 0
003 187955 A-101
LOT# SA341364
FLURANDRENOLIDE 0.05% LOT
CORDRAN 0.05% LOTION 120M

AMERT SOURCE
| 0 R0 A
04 115526 FE11l
LOT# LYUS314131

OMEPRAZOLE 20 MG CAPS
PRILOSEC 20M5 1000 CT

136343 9008

20 20 R

136343 9008

0

1 o " LT

136343 9008 AMERTSOURCE
o, MNANNNEHMWTT W, - y | O O
LOTH 6423454 - HES4

ALDACTONE 100MG 500 CT

PUT AWAY BY
DATE

CHECKED BY
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To putaway the product, go to Receiver Status Inquiry/Update off the PO Receipts Menu

MDS Menu ¢
l urome @ Bk @ re
1.PO Receipts Posting Qe
2.PO Drop Ship Receipts Billing ﬁe
3.P0 / Work Order Receipts Posting Qe
__ 4.Receipts Posting Register Qe

W
WO

~ wO
= 8.0pen Putaways Report ﬁe
= 9.PO Receipts Report (Crystal) *9
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Receiver Status Inquiry/Update

Receiver No — Input your receiver number and hit <ENTER>

B r<6000d - [rs60( com-BASE.12-555.PO.RCVR.STATUS01251]
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Next, go to the Put Away quantity and input the quantity to move to the stock location.

BA 60004 - [r com-BASE.12-555.P0.RCVR.STATUS01251]
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If the item is a lot item, the Receiver Status Inquiry/Update Lots screen will appear.

Put Away Qty — Input the quantity that will be received into the stock location.
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Update all lines with quantities. Or, if all quantities are being received fully, you can click on the “Mass
Updt” button:
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Once complete, click on the “OK/END” button to finish.

To view any open putaways, you can run the Open Putaways Report.

12:34:48pm 23 Jan 2019 Daily Open Receiver Putaway Report Page: 19
Receiver Recv Date PO Number Vendor  Name Itemf Recv Loc Qty te Putaway
008765 02/15/17 136099 LORT TEST LORT VENDOR LORTTEST DOCE-1 100
008774  04/04/17 136105 K10000  UNION ATHLETIC WEAR NOVIT A-300 5
008775  04/20/17 136108 A1000 ALCOR DIGITAL & AUDIO MANUFACTUT. TESTSS DOCE-1 30
136108 A1000 ALCOR DIGITAL & AUDIO MANUFACTUT. TESTS6 DOCK-1 30
008777  04/24/17 136110 A1000 ALCOR DIGITAL & AUDID MANUFACTU102632 DOCK-1 30
136110 A1000 ALCOR DIGITAL & AUDID MANUFACTU102633 DOCE-1 40
008779 04/25/17 136119 K1000 BLCOR DIGITAL & AUDIO MANUFACTU102632 DOCE-1 20
136119 A1000 ALCOR DIGITAL & AUDIO MANUFACTU102633 DOCE-1 30
008813  10/04/17 136158 A1000 ALCOR DIGITAL & AUDID MANUFACTU13378-LOT A-300 500
008857 04/06/18 136203 RMJ123  RACHEL'S TEST VENDOR ATTOL RECL 5
008864  05/08/18 136215 K1000 ALCOR DIGITAL & AUDIO MANUFACTUMAY0S A-300 33
008576  01/23/15 136343 3008 AMERTSOURCE EERCEN 187955 2-300 24
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Should you have any questions or comments please feel free to email
support@tshinc.com
Or call us at 973-777-8050
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