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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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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 either a 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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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”. 

 

 

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! 
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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  
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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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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. 
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Receiving Form: 

Below is a copy of the form with all open quantities (nothing received as of yet). 
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Next is an example of one where items have been partially received already: 
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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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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. 
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To putaway the product, go to Receiver Status Inquiry/Update off the PO Receipts Menu 
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Receiver Status Inquiry/Update  

Receiver No – Input your receiver number and hit <ENTER> 
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Next, go to the Put Away quantity and input the quantity to move to the stock location. 
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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: 

 

 

Once complete, click on the “OK/END” button to finish. 

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

 

 

mailto:support@tshinc.com

