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Line Item Receiving

The Line Item Receiving routine is used to record quantities received of purchase order items on a line by line basis. The
Computer Check routine will then allow you to identify which Accounts Payable checks do not have a line item receipt.
Your facility may not want to create a check for a purchase order that does not have a line item receipt.

Access to Line Item Receiving
1. Under the Data Entry menu tree, click the Line Item Receiving option to display the Line Item Receiving window.

Line hom Receving

List of pments Maceswd & Date Marge

Use this window to add, update, and maintain line item receiving records.

Recording Partial Receipt of PO Line Items
1. Enter Add mode.
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Finance Manager nVision Accounting Line Item Rec

2. Enter the Purchase Order Number and tab off the field OR use the lookup # to choose from a listing of valid
purchase orders.

| Use the gred below 1o find the Purchase Order you are lockang for Vi ]

'?

[ K 4 » MW Sesche

| 40 remner vendor Name vercor 2 Date
1 ABC SPORTE & FITHESS 4 07012088
1 ABC SCHOOL SUP 13 11302014
7 ABC SPORTS & ATNESS 1 07012013
I 1 ABC SCHOOL SUP 13 08062015
4 ABC SCHOCL SUP 131 07212017
3 BARONS EDUCATIONAL SERVICE 137 00062015

§ AT > = R
4 COMUND - 1o
4 ACZADEMIC BOOK SERVICE INC 17 oes31201”
S LAERDAL MEDICAL CORP 960 08/04/2045
S 8 & 8 EQUIPMENT CO 116 03312007
1

‘ $ NAPA AUTO PARTS 1177 ce/201?
AR AR PeETILE ATt moAArE a0

¢ Ondy Show Dutstandeng Purchase Ovders nciude Fully Recarved Purchase Ordens

The Purchase Order lookup provides options to restrict the lookup to ‘Only Show Outstanding Purchase Orders’
and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

] ire e Recerving - New Line ke Recesing
Ble Eait Yiew Help
A New 7 lpdwe 43 Copy g Seve [ Sove wng Oose © X KR ¢ 2 B g Sewrn
Snupment irfcreaton
|
| Recewmdbr B0 7 M Orndwz Oate Recaved 08132017 [w) Relwece & - New
| Recasves B, veoice & Suppeg Methos ‘
Descngtior: < voght (Lbe
Num Cartora
{ Purchese Order formation
! Date Shig To Buildng
{
Vendor ID Shp To Contact
Purcrass Cisae dwrme Receved
4 b M. sesche 2 ¥ | FilyRecwnro |
Purchane Orded Recered oI
Line & Rem Nymdies Destrphion JORE  Undl Price Quorstity £itexing At Qumreity xtwrnted Amy i i
» L e - oEr e NG oA ;
. = . : - o > 7,1
Erder > (
s |
Erder <3
Erter
Enter =
Totel Recerved Amourt 000 Totsl PO Recerved Amownt 000 Tols PO Amowst 544 36 Diffewnce 584 36
e e i Y
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Use this window to specify additional receiving information, including the order number, date received, shipping

method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-

down arrow to display the on-line calendar.
5. In the Received By field, indicate the name of the individual who received the purchase order items.
6. Enter the Invoice Number for the purchase order.
7. Enter a free-text Description for the items received.
8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the
weight.

10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

] Line ltem Receiving - New Line ltem Receiving o
File Edit View Help
gk New 7 Update 53 Copy (g Save fgf SaveandClose @ X KW 4 b M @¢ Search - =Y
Shipment Information
Received for P.O. # 3 #) Order# 541785 Date Received: 09/18/2017 [+ Reference & - New -
Received By: Robert Jones Invoice #  ABC74455 Shipping Method:  UPS
Description:  Sports Equipment Elementary 77 Weight (Lbs) 110.00
N Num Cartons 5

11. Under the Received column at the bottom of the window, indicate the quantity received for each individual line

item.

Purchase Order ltems Received

i4 4 » M Search~ & M- [ Fully Receive PO
Purchase Order Received -
Line # Item Number Description UOM  Unit Price Quantity Extended Amt Quantity Extended Amt
b e ~BuratoatFoamBoogerr «B¥em e T O R o
2 Rainbow UltraFlite Kick... = BOY 54.9500 10C 000 i
fanila T ar R 0.00
Rainbow UltraCatch Sco... CASE 58.990! 1.00 58.99 0.00
uraHoop Hula Hoops SET 1. 52.88 000
Rair P ene BOX 159700 200 3194 0.00

Total Received Amount: 55.95 Total PO Received Amount: 55.95 Total PO Amount: 544.36 Difference: -488.41
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If the PO was only partially received, click in the Quantity field for the line item and indicate the number of
items received. Tab to the next PO line item and continue to enter the quantities received. nVision Accounting
tracks the total purchase order amount (minus shipping) and the total received amount and shows the difference

representing the amount not yet received.

Purchase Order ltems Received S

H 4 b M Search~ 8 % - | Fully Receive PO

Purchase Order Received o~

Description UOM | Unit Price Quantity Extended Amt Quantity Extended Amt

Rainbow Pathway Tunn EA 939500 1.00

Total Received Amount: 403.64 Total PO Received Amount: 403.64 Total PO Amount: 544.36 Difference: -140.72

12. Click Save.

The saved record is added to the Line Item Receiving listing window.

Lime nee Receriing

w01 of Wigments Pwceres bx Dnte Paagn 300172 . Twog
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Finance Manager nVision Accountinc
Recording Full Receipt of PO Line Items
1. Enter Add mode.
] Uit aem Bcanenng - Mo Line It Aecanng R )
50 S o \pehate <3 opy  full Teve o SevesndOme & K W 4 b M ip ek #
| Mt PO 8 iR Ordws Oute Faciived | 17157077 [w] Refwrsrce s Now '
Fracmeact By rvoon ¥ Shiggeg Methos {
Descnphon = gt (L) ¢
| Fuschass Drder eformuhon t
|
Due S To Boiing |
varger 1D Shp To Comper |
| Puschose Order hows Receives f
M4 r M Semthe B K- | Fuly Recene PO
Rarcrase Ovae Recewed
e . t v P ' 1) & bucy attr #32) £raind AV Qumt iy Exteraaes dv
T Tt Receved Amowt 000 Totsl PO Recerced Amoure. O 00 Total PO Avourt: DD Diffevence 200 ;
2. Enter the Purchase Order Number and tab off the field OR use the lookup # to choose from a listing of valid

purchase orders.

[] Demo CSD - Purchase Order Lookup =)
Purchase Order Lookup
Use the grid below to find the Purchase Order you are looking for. (j
M 4 » M Search~ NN
PO Number Vendor Name VendorID Date Balance » i
2 ABC SCHOOL SUP. 13 07/31/2017 4555
3 BARONS EDUCATIONAL SERVICE 137 08/06/2015 599.70 ﬁ
3 ABC SPORTS & FITNESS 14 08/31/2017 54436 s
4 COPELAND 1 07/01/2013 1722 i
S TACADEMIC BOOK SERVICE ING s 1. 083172017 i |
5 LAERDAL MEDICAL CORP. 960 08/04/2015 8859
S B & B EQUIPMENT CO 116 03/31/2017 309.99
"' 5. NAPA AUTO PARTS 1177.08/31/2017 10165 - ,
& DELL MARKETING 451 08/19/2015 499.99
6 TEACHING RESOURSE CENTER 1746 07/01/2017 45965
6 ACOUSTICAL SOLUTIONS, INC. 23 08/31/2017 1961.00
7 THE READING CIRCLE 1782 07/01/2017 21485
.{ P A3 11 MAMANIE ssann
V| Only Show Outstanding Purchase Orders Include Fully Received Purchase Orders
Coc ) (G ] J

The Purchase Order lookup provides options to restrict the lookup to *Only Show Outstanding Purchase Orders’
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and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

m Line Item Receiving - New Line Item Receiving E}___g‘
Eile Edit View Help
4 New 7 Update =3 Copy | [ Save fdl SaveandClose @ - X # 4 P P ¢ Seach- # -

Shipment Information

Received for P.O. # [ (@] Order#: Date Received: (9/18/2017 z] Reference #: - New -
Received By: Invoice #: Shipping Method:
Description: (37|  Veight (Lbs):
Num Cartons: 2

Purchase Order Information

Date: Ship To Building:

Vendor ID Ship To Contact:

| Purchase Order Items Received

{ b M Search~ &N %wly F?wdve;O

Purchase Order Received

Line # Item Number Description UoMm Unit Price Quantity Extended Amt Quantity Extended Amt
| p - — wiePuriarietPackriienventm. wREX- 33BROY g -0 rrmeer— ~3SE8 rre-Entere wrmrm £ BN
| : Kangaroos MathRea.. PA 0 2.00 98 < Enter >
‘ < Enter >
‘ < Enter >

< Enter >

‘ 3 3ve the F 1 < Enter >

L\ Total Received Amount: 0.00 Total PO Received Amount: 0.00 Total PO Amount: 111.30 Difference: -111.30

Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

5. In the Received By field, indicate the name of the individual who received the purchase order items.

6. Enter the Invoice Number for the purchase order.

7. Enter a free-text Description for the items received.

8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the

weight.
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10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

[] Line Item Receiving - New Line Item Receiving Eg ke M
File Edit View Help
g New 7 Update 33 Copy g Seve [ SaveandClose @ X H 4 b M/ {¢§ Sesrch- -
Shipment Information
Received for PO # 4 @) Orderz 732312 Date Received: |09/182017 [] Reference # | - New -
Received By: Donna Bergen Invoice #:  ABS12847 Shipping Method: ' UPS
Description. Reading Materials Elementary Weight (Lbs): | 58.00 4~
Num Cartons: K I 2
i . . Fully Receive PO |
11. Under the Received column at the bottom of the window, click the [ ¥ button.
Purchase Order ltems Received
[ 4 b M Search~ Fully Receive PO
Purchase Order Received
Line # Item Number Description UOM = Unit Price Quantity Extended Amt Quantity Extended Amt
2 10 Kangaroos MathRea..  PA 1.9900 200 398 < Enter> 0.00
Vord Pronlems Grade 3. EA 7.67 787 < Enter> 0.00
; 4 123 To the Zoo Train Fla.. SET 138900 2,00 2798 < Enter> 0.00
% 5 1 to 20 Animals Aplenty BOX 1599 < Enter > 0.00
\’ 6 10 Ways [ Can Save the E.. SET 1.0 < Enter > 0.00
Total Received Amount: 0.00 Total PO Received Amount: 0.00 Total PO Amount: 111.30 Difference: -111.30 |

nVision Accounting automatically enters the quantity received and tracks the total purchase order amount (minus

shipping) and the total received amount.

Purchase Order ltems Received

[ 4 P M Search~

Purchase Order

Line # Item Number Description UuoM Unit Price Quantity Extended Amt

10 Kangaroos Math Rea.

Word Pronlems Grade 3. EA 7.6700 1.00 1.67
£ - 123 To the Zoo Train Fla SET 200 2798
|
i
i 5 1 to 20 Animals Aplenty BOX 00 1599
i
i 6 10 Ways I Can Save the E.. SET 1.00 15.30

" Total PO Received Amount. 111.30

P e mr e ANt P S B MR 2B N eI BB Y ey om0 56l el ) s o 3088

Total PO Amount 11130 Difference: 000

Received |
Quantity Extended Amt
200 - 398 i
1.00 767
2,00 2798
1.00 15.99
1.00 15.80

| Total Received Amount: 111.30
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12. Click Save.

The saved record is added to the Line Item Receiving listing window.
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Recording Full Receipt of PO Line Items in Two Separate Shipments

1. Enter Add mode.
] Lire e Rocarng - M Line frmem Awcamnrg Iﬁiviyﬁ
B e = o H B wprny: 2 v
(Gl Bt Yo el |
| s Uprkate g i seve bl SeeendOme B Ko W-4 b W g Sewh # {
|
Tt eyt
Recstvmi b PO ¥ » Order & Dute Facsived (19732077 o Aufarce ¥ New
Racased By [ Shuppeg Mathes
Dencripbor - Wt (L
Num Carvorn
Furchame Deder bebornahor
Dus S To Buiddeg
varer 1D e To Comact
Eackave Order s Focerves
M 4 M Seanhe A %+ Fuly Resewe FO
Furase Ovae Recewes
. a
Yoy Recersed Amourt 0 (0 Totsl PO Reverved Avoure. 000 Total PO Avourt DD Difisvence 000

purchase orders.

Enter the Purchase Order Number and tab off the field OR use the lookup g to choose from a listing of valid

[] Demo CSD - Purchase Order Lookup

Purchase Order Lookup
Use the grid below to find the Purchase Order you are looking for. d
IH 4 P M Search~ M8
i PO Number ~ Vendor Name Vendor ID Date Balance »
5 NAPA AUTO PARTS 1177 08/31/2017 10165
i 5 LAERDAL MEDICAL CORP. 960 08/04/2015 88.59
i 5 B & BEQUIPMENT CO 116 03/31/2017 30999 |
}-—-”--——-enumm e s — .H-mi—ii-mi i
6 TEACHING RESOURSE CENTER 1746 07/01/2017 45965
6 DELL MARKETING 451 08/19/2015 499.99
7 THE READING CIRCLE 1782 07/01/2017 21485
8§ WORLD BOOK EDUC PRODUCTS 1952 07/01/2017 32997 H
i 8 Samsung 9332 11/20/2015 459.00
9 MAC TOOL DISTRIBUTOR 1034 03/31/2017 10.00
10 LONGSTRETH SPORTING GOODS 9336 06/16/2017 40276
10 ABC SCHOOL SUP. 13 06/09/2015 349.00
1A ABF CrUAAL ClIn 13 A7na A0 Aacao
|| [¥| Only Show Outstanding Purchase Orders | Include Fully Received Purchase Orders

ok | [ Concel | Jd

The Purchase Order lookup provides options to restrict the lookup to ‘Only Show Outstanding Purchase Orders’
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and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

r
P-] Line Item Receiving - New Line Item Receiving _lgj_m‘
Eile Edit View Help
g New 7 Update =3 Copy [g Save [ SaveandClose @@ X [ 4 » M @ Search ¥

Shipment Information

Received for PO. % 6 (B Order#: Date Received: 09192017 [+ | Reference # | - New -
Received By: Invoice #: Shipping Method:
Description: \Weight (Lbs):
Num Cartons: o

Purchase Order Information

Date: Ship To Building:

Vendor ID: Ship To Contact:

Purchase Order Items Received

KK 4 » M Search~ &N e LFully Receive PO
Purchase Order Received
Line # Item Number Description uoMm Unit Price Quantity Extended Amt Quantity Extended Amt
» o e uthoSeat-Dum-anc-Proess sROEE - -40T 00 rema3 1) sl GO mor G BARE o mommrr e (0
470.0 < Enter »

Total Received Amount: 0.00 Total PO Received Amount: 0.00 Total PO Amount: 1,961.00 Difference: -1,961.00

G

Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

3. (Required) Enter the vendor-assigned Order #.

4. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

5. Inthe Received By field, indicate the name of the individual who received the purchase order items.
6. Enter the Invoice Number for the purchase order.

7. Enter a free-text Description for the items received.

8. Indicate the Shipping Method for the items received.

9. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the
weight.

€) FINANCE MANAGER



Finance Manager

10. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

.

[] Line Item Receiving - New Line Item Receiving ==
File Edit View Help
4 New / Update 33 Copy [o Save [ SaveandClose @ ' X K 4 b MW @ Search- A -

Shipment Information

Receivedfor PO # 6 @ Orders 17322 Date Received: 09152017 [v] Reference #: - New -
Received By: Michael Maintenance Invoice #:  AS1456 Shipping Method:  FedEx
Description:  Soundproofing Parts - First Shipment f‘y—; Weight (Lbs) 2525 4
Num Cartons 3¢

Since this is the first of 2 shipments, you can enter that information in the Description field.

11. If the PO was only partially received, click in the Quantity field for the line item and indicate the number of
items received. Tab to the next PO line item and continue to enter the quantities received. nVision Accounting

tracks the total purchase order amount (minus shipping) and the total received amount and shows the difference
representing the amount not yet received.

Purchase Order ltems Received

K 4 » M Search~ 3 M- | FulyReceivePO |

Purchase Order Received
Line # Item Number Description UOM  Unit Price Quantity Extended Amt = Quantity Extended Amt
AudioSeal Duct and Pipe.. ROLL 437.000C 3.00 1491.00 3.00 1491.00
P o emmmemp s oA FOBME Nt B 2350000 w20 werrescdi000 [ 000

Total Received Amount: 1,431.00 Total PO Received Amount: 1,491.00 Total PO Amount: 1,961.00 Difference: -470.00

12. Click Save.

The saved record is added to the Line Item Receiving listing window.

| Uine tem Rezering

v A Ty Feca w1 G Jam Rarge ¥3 .. Mg s .

s

=0 2% b gw 3 Sagarg Ligw we Leve g “ AW 11
| &b - ey R S v | R < - ’ » MERRAGrg SOtn NI GRS - & o SN R
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Finance Manager WVision Accounting Line Item Re

13. Enter Add mode.

[l 9 You e
|t Usiers s Copy b e o SeeendOove @ X W 4 » WL Semh A
[ -
| PecsmtixPO ¥ W Odws Dets Rucsved 09737077 ‘o] Auwrarce ¥ New ‘
Faca e inaoce ¥ Sruppeng Mathes |
H _— "
| Descnipnon 7| Vheght (Lbs! 8 ?1
H Num Carvors *
Foctase Order lefurmubon
Oute Seg Vo Buideg
e 1D S To Comact
Factase Order tovrs Feceves i
| W % » M Sesuhe AN Fuly Resswe PO |
Pucraie Ovoer Fecenes
une * Taw Franber tepzyrun N Lo e Qumensty tateramnd Ayt Qanrany Exteraves Arvt
E
H {
| Tomd Recewed Amoust 300 Total PO Recesved Avourt 0 00 Total PO dvourt: 000 Ofevence 200 J

14

Enter the Purchase Order Number and tab off the field OR use the lookup g to choose from a listing of valid
purchase orders.

[ ] Demo CSD - Purchase Order Lookup : -
Purchase Order Lookup
Use the grid below to find the Purchase Order you are looking for. d
H 4 » M Search+ ! n@v
PO Number ~ Vendor Name VendorID Date Balance
5 NAPA AUTO PARTS 1177 08/31/2017 10165
| 5 LAERDAL MEDICAL CORP. 960 08/04/2015 88.59
i 5 B & B EQUIPMENT CO 116 03/31/2017 309.99 l
i 6 TEACHING RESOURSE CENTER 1746 07/01/2017 459.65 i
i 6 DELL MARKETING 451 08/19/2015 499.99
7 THE READING CIRCLE 1782 07/01/2017 21485 I
8 WORLD BOOK EDUC PRODUCTS 1952 07/01/2017 32997 i
i 8 Samsung 9332 11/20/2015 as900 |
9 MAC TOOL DISTRIBUTOR 1034 03/31/2017 1000
10 LONGSTRETH SPORTING GOODS 9336 06/16/2017 402.76 i
10 ABC SCHOOL SUP. 13 06/09/2015 349.00 . .:
an ABF cruAAn clin 13 A7m1Anae nacae
i [¥! Only Show Outstanding Purchase Orders | | Include Fully Received Purchase Orders
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The Purchase Order lookup provides options to restrict the lookup to *Only Show Outstanding Purchase Orders’
and to ‘Include Fully Received Purchase Orders’. After finding and highlighting the appropriate PO in the lookup,
click OK. Once the PO number is specified, nVision Accounting defaults the corresponding purchase order date,
PO description, vendor number, vendor name, ship-to building and contact, and PO detail line items.

rm Line Item Receiving - New Line Item Receiving m
Eile Edit View Help
&k New 7 Update 33 Copy | [ Save [l SaveandClose & X K 4 P M & Search A
Shipment Information
Received for P.O. # 6 (#)  Order#: Date Received: 09/19/2017 B Reference # - New -
Received By: Invoice #: Shipping Method:
Description: @ \Weight (Lbs):
Num Cartons:

Purchase Order Information
Date: Ship To Building:
Vendor ID: Ship To Contact:

Purchase Order Items Received

{ » M Search-~ & # - | Fully Receive PO |
Purchase Order Received
Line # Item Number UOM Quantity Extended Amt Quantity Extended Amt
b N el 3B et DeEE et BB e G610
phafiat Foan X B ] 47000 < Enter >

Total Received Amount: 0.00 Total PO Received Amount: 1.491.00 Total PO Amount: 1.961.00 Difference: -470.00

. 4

In our example, nVision knows that only the second line item has not yet been received. The extended amount
of the second line item is $470.00, resulting in a difference of -470.00.

Use this window to specify additional receiving information, including the order number, date received, shipping
method, shipment weight, number of cartons, and amount received.

15. (Required) Enter the vendor-assigned Order #.

16. The Date Received defaults to today’s date. Accept the default or change the date as needed. Use the drop-
down arrow to display the on-line calendar.

17. In the Received By field, indicate the name of the individual who received the purchase order items.
18. Enter the Invoice Number for the purchase order.

19. Enter a free-text Description for the items received.

) FINANCE MANAGER
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20. Indicate the Shipping Method for the items received.

21. Enter the Weight (in pounds) for the items received. Use the up/down arrows to increase or decrease the
weight.

22. Indicate the Number of Cartons received. Use the up/down arrows to increase or decrease the number.

.
] Line Item Receiving - New Line tem Receiving S PR

File Edit View Help }
F New / Update 43 Copy | Seve [g] SoveandClose @ X M 4 b M. gs Search- # f

[
; Shipment Information

Receivedfor PO # ¢ @) Order# 17332 Date Received: 09/192017 [+] Reference # - New -
i Received By: ' Michael Maintenance Invoice #  AS1456 Shipping Method: = FegEx
,‘ Description:  Soundproofing Parts - Second Shipment 177 Weight (Lbs) 2750 &
' - Num Cartons 214

";
Since this is the second of 2 shipments, you can enter that information in the Description field.

23. Since only the second line item is being received, click in the Quantity field for the line item and indicate the
number of items received. If additional PO line items exist, tab to the next item and continue to enter the
quantities received. nVision Accounting tracks the total purchase order amount (minus shipping) and the total
received amount and shows the difference.

Purchase Order ltems Received

W 4 » MW Search~

Purchase Order Received
Line # [tem Number Description UOM  Unit Price Quantity Extended Amt  Quantity Extended Amt
AudioSeal Duct an ROLL 497.0000 3.00 149100 < Enter>
P B messe———— i p hefiat-Foanr2 X 80Ny 350000 RO w4 TOOE ool e 4700

| Total Received Amount: 470.00 Total PO Received Amount: 1,961.00 Total PO Amount: 1,961.00 Difference: 0.00

In this case the difference is now 0.00, indicating that all of the PO items were fully received.

24. Click Save.
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ing Line Item Receiving
The saved record is added to the Line Item Receiving listing window.
K i i it i
U o Drens Soenedty Dse Pavge 0T (o] Twogp o8 el
- AN
Dveg » cobumn hmater have 43 (rteg By I Colrnan
wens w Dow berpond e § D o R L) O vn Tpeet 4T
L LR % Fgter o L eem [gsaven Levety, ) X L
L3¢ = =84 Dows teger an f2e3g Mre g ieerte 4 =TS me
18057 N e e . (2 '-a(a'vm'-\ Fow gt 0 _n xr-: .M

When revisiting this window, use the Date Range fields at the top of the window to restrict the listing to specific
shipments received based on date.
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y r
w0 of Dgren Bameont by Ooie Ppge  SEOE [o] eage ST (e

2 ne-

Capg 0 cohuren Maader bewe 15 QTR by NaF Cetimm
remres Wy Jp teamasa Mmaiea N e * TR e 0 Dem angreen dev'
1 W ? S e tqusme e ey L

ey Tonzrg Hewoiw: leverty, ‘ L 3% (218
3 Seemiprochng AL ey Shgeses BIne Bl

€) FINANCE MANAGER



Finance Manager

Line Item Receiving Report

Under Reports — Purchase Order Reports, select the Line Item Receiving option to print a report of items received for
selected or all purchase orders and vendors, within a selected PO and Received start/end date range.

[] Demo CSD - Line Item Receiving Report
Line Item Receiving Report
This report wilt list the items received by order number from the selected purchase orders.
Report Criteria
=
Purchase Order(s): All |_vj Vendor(s): Al E]
PO Start Date: 0819/2017 [+| Received Start Date:  08/1972017 ||
PO End Date: 091192017 [+| Received End Date:  09/192017 ||
H-},;)r [® Expon | [ Run | [ Cancel |
Demo CSD
- NVISI
Line Item Receiving Report From 8/19/2017 - 9/19/2017
Date Recei Order PO N PO Date Vendor Name Received By Contact
Line N Item N D ipti Units Unit Price Quantity POA Qty Received i -
09/18/2017 541785 3 08/3172017  ABC SPORTS & FITNESS Robert Jones John Requser
1 DuraCoatFoam Dodgebalis Setof& BOX 55.9500 1.00 56.950000 1.00 55.950000
2 Rainbow UltraFlite Kickballs Set of & BOX 54.9500 1.00 54.950000 1.00 54.950000
3 Manila Tug of War Ropes EA 64.9500 1.00 64.950000 1.00 64.950000
4 Rainbow UltraCatch Scoops Setof & CAs 58.9900 1.00 58.990000 1.00 58.990000
E
5 DuraHoop Hula Hoops Setof 12 SET 52.6800 1.00 52.880000 1.00 52.680000
6 Rainbow Polypropylene Jump Ropes Setof & BOX 15.9700 200 31.940000 1.00 15.970000
7 Hop-Along Bouncers EA 24.9500 5.00 124.750000 0.00 0.000000
8 Rainbow Pathway Tunnels EA 99.9500 1.00 99.950000 1.00 99.950000
541785 Totals: 13.00 544.36 7.00 403.64
09/1872017 732312 4 08/31/2017 ACADEMIC BOOK SERVICE INC Donna Bergen John Requser
1 1-2 Variety Pack Elementary Readers Paperback Set  BOX 39.8800 1.00 39.680000 1.00 39.880000
of12
2 10 Kangaroos Math Reader (5 Pack) PA 1.9900 200 3.980000 2.00 3.980000
3 Word Pronlems Grade 3Level 2 EA 7.6700 1.00 7.670000 1.00 7.670000
4 123 TotheZoo Train Fiash Cards SET 13.9900 2.00 27.980000 2.00 27.980000
5 1to 20 Animals Aplenty BOX 15.9900 1.00 15.990000 1.00 15.990000
6 10 Ways | Can Savethe Earth SET 15.8000 1.00 15.800000 1.00 15.800000
732312 Totals: 8.00 111.30 8.00 111.30
09/15/2017 17332 6 08/31/2017 ACOUSTICAL SOLUTIONS, INC. Michael Maintenance BobRequser
1 AudioSeal Ductand PipeWrap 2-Inch Thickness SU  ROLL 497.0000 3.00 1491.000000 3.00 1491.000000
BARAUDWRPILBE54319
2 Alphaflat Foam2' X 4'x 3' Grey Box of4 SKU BOX 235.0000 2.00 470.000000 0.00 0.000000
FOMAF243GREY
17332 Totals: 5.00 1,961.00 3.00 1,491.00
09/1972017 17332 6 08/31/2017 ACOUSTICAL SOLUTIONS, INC Michael Maintenance BobRequser
1 AudioSeal Ductand PipeWrap 2-Inch Thickness S ROLL 497.0000 3.00 1491.000000 0.00 0.000000
BARAUDWRPILES4319
2 Alphaflat Foam 2' X 4'x 3' Grey Box of 4 SKU BOX 236.0000 2.00 470.000000 2.00 470.000000
FOMAF243GREY
17332 Totals: 5.00 1,961.00 2.00 470.00
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Finance Manager

Computer Check Entry

NOTE: If you had your Computer Check Entry window while making entries on the Line Item Receiving window, please
close the Computer Check Entry window and then re-open the window to refresh entries.

You may not want to print a check linked to a PO where some of the items were not yet received. However, you may
create a computer check record for it.

After you have selected the cash disbursement schedule and entered Add mode to add a check record, the following
window displays.

= N
E] Computer Check - New Computer Check Lil;u
File Edit View Help
s New 7 Update 23 Copy [ Save [ SaveandClose & X ' 4 b M @ Search- 44 -
PO.# || (@)  Bank Account HSBC Checking [#] Vendor#: @)  Batch: ]
Demo CSD Temporary Check #  New - Not Saved
(| Always Print Separately Payment Date: 09192017 ||
Payable To: PaymentDueDate: _/_/ ||
Address: E Amount: 0.00
NY e us [+
Description:

Disbursements | File Attachments.

| M 4 p M| 9 X | Search~ & 8 - & Move Down 4+ Move Up
Sequence PO#* Account Invoice Number Description Amount Amount Liquid, 1099 Reporting
Check Amount:  0.00 Detail Total:  0.00 Difference:  0.00 (@ n Balance
L. = |

If you are paying a purchase order, enter the purchase order number against which you are applying a payment. Use the

lookup i to choose from a listing of valid purchase orders. Tab off the field. Once you have specified a PO number,
nVision Accounting defaults the corresponding Amount, Vendor Number, Vendor Name, Vendor Payment Address, and
Disbursement information from that purchase order.
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Finance Manager

If you are paying a computer purchase order where only some, but not all, of the line items were received, the Cash
Disbursement Detail Calculation screen displays.

r
P] Demo CSD - Purchase Order Line Items - 3 "

Cash Disbursement Detail Calculation

The Cash Disbursement details for the check can be pre-filled based on the quantities of the items received or the
remaining purchase order amount.

Please select one or more shipments and their associated items to be paid or dick "Pay Remaining PO Amt".

Select One or More Shipments for Payment:
i J\_ Reference No. Date Received Received By Order # Invoice # Description PO No. PO Date Shipment Amt
p B ‘09/18/2017- ~Robert-Jones- 541785 - ~ABC74455 - ~SportsEquip: «3-— e 083142017 - oren 30364

Select All Shipments

Select One or More Line Items for Payment:

Purchase Order Received -~
Line No. Item Number Description UoM Unit Price Quantity Extended Amt = Quantity Extended Amt

2 Rainbow UltraFlite... BOX 54.9500 1.00 54.95 1.00 54.95
3 Manila Tug of War... EA 64.9500 1.00 64.95 1.00 64.95

4 Rainbow UltraCatc.. CASE 58,9900 1.00 58.99 1.00 58.99 |=
DuraHoop HulaH.. SET 52.8800 1.00 52.88 1.00 52.88
6 Rainbow Polyprop... BOX 159700 2.00 3184 1.00 15.97
7 IHop-Along Bounc.. EA 24,9500 500 . 12475 0.00 0.00

8 Rainbow Pathway.. EA 99.9500 1.00 99,95 1.00 9995 v

ik i S S

[ Pey Remaining PO Amt | [ PayBeceivedAmt | [ _Cancel |

= - 4

This window displays each purchase order line item along with the corresponding amount ordered and amount received.
Use this window to select the purchase order line items that are to be paid.

Highlight the appropriate PO Shipment lines or check the *Select All Shipments’ box. Select one or more PO line items for
Pay Remaining PO Amt |

payment or check the ‘Select All Line Items’ box. Click [
on the purchase order.

to pay the amount that is still outstanding

OR

Highlight the appropriate PO Shipment lines or check the ‘Select All Shipments’ box. Select one or more PO line items for

payment or check the ‘Select All Line Items’ box. Click [ Pay Heceived Amt to pay for only those purchase order
items that were received. In our sample window above, only one of the 2 quantities for PO Line Number 6 and none of
the 5 quantities for PO Line Number 7 were received.

In our sample, we are going to click ‘Pay Received Amt’ and only pay for those line items that were already received,
which is reflected as the Shipment Amount of $403.64.
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Finance Manager

The Computer Check window is displayed, with the appropriate disbursement details entered based on the PO line item(s)
selected for payment.

r i -
[:] Computer Check - New Computer Check L T [F=yE)
File Edit View Help
4 New 7 Update i Copy gl Save [ SaveandClose ' @ X KW 4 b b gp Seach-| -
PO.# @) Bank Account | HSBC Checking [¢] Vendor#: |14 (M| Batch | |
Demo CSD Temporary Check #:  New - Not Saved
Always Print Separately Payment Date: 09/192017 []
Payable To: ABC SPORTS FITNESS PaymentDueDate: _/_/___ [v|
Address: CROSSROAD PLAZA - [5] Amount 403.64 |55
3 JOHNSON ROAD '
LATHAM Ny [=] 12110 us |+
Description:

R ey |
| Disbursements [ﬂe_w - . S o N =

‘: M 4 b M G X  Search~v & 8- & MoveDown 4 MoveUp
Sequence PO# Account Invoice Number Description Amount Amount Liquid 1099 Reporting
*

i

Detail Total: 40364

Check Amount: 40364
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Finance Manager

Here is an example of entering a check against a purchase order received in two separate shipments.

————— — ——— e o
[:] Computer Check - New Computer Check = %
File Edit View Help
¢ New 7 Update =3 Copy |[ol Save [ SaveandClose | @ X KW 4 b M @ Search- i I i
PO.# |6 (@)  Bank Account HSBC Checking [v] Vendor#: Batch: [=]
. 3
Demo Temporary Check #:  New - Not Saved
Print Separately PaymentDate: 09302017  [w]
Payable To! Payment Due Date: I/ E]
E} Amount: 0.00
NY (v us [«

&]omcso-purduseomrunenems-s ‘ ISR e e TR

Cash Disbursement Detail Calculation

The Cash Disbursement details for the check can be pre-filled based on the quantities of the items received or the
remaining purchase order amount.
Please select one or more shipments and their associated items to be paid or dick "Pay Remaining PO Amt".

Select One or More Shipments for Payment:

Q Reference No. 'Date Received Received By Order # Invoice # Description PO No. PO Date Shipment Amt "
p el 09/15/2017 ~Michael Maii 17332~~~ -A§1456- -~ -Soundproofi. -6~ e 08/38/2017~ o 149100 |
14 09/19/2017 Michael Mai... 17332 AS1456 Soundproof.. 6 08/31/2017 470.00

[] Select All Shipments

Select One or More Line ltems for Payment:

f Purchase Order Received
Line No. Item Number Description UOM Unit Price Quantity = Extended Amt = Quantity = Extended Amt
1 AudioSeal Duct and... ROLL 497.0000 3.00 1491.00 3.00 1491.00
2 Alphaflat Foam 2’ X... BOX 235.0000 200 47000 0.00 0.00

o S ine e [ Pay Remaining POAME | Pay Receved Amt

Select one, multiple, or all shipments for payment. Then select one, multiple or all line items for payment.
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Finance Manager » - ~___ nVision Accounting Line Item Receiving

— '&v‘f‘)’“ m,, i

: vouy L
Cash Disbursement Detaill Calculation
The Cash Dabursernant detals for the chack can be pre-flled based on S Quardites of the fers receend o the
TemarIng purchise order amount.
Flease select one or more od ther e o be pad or cick Pay Remaring PO Ane”

Setect Ore o Mot Shpments s Payment -~
O\ Batmcers Cstefocsied hmctiosd B  Oued  baoked  Desipton JOU  PODmE . SnemertAmt

M. maeam R T

4 Select 45 Sapmants

Satect One o Mors Line e o Pagment ~ ~
Puschase Orcier Feceiced

Dewriptae YoM UsitPrcs | Quaety  Zitanded Amt Out-e Extorsden dmit

. MeseMDead ML ARS8 LLymm m.m

| Aipratst foam I X... 60% 2380000 20 4000 t? 47000,

#leuﬁm i&guum 0 DX K 42 N O dmens Ay

Poe @ @ BarkAccoumt WSEC Checking [o] Vendorz » Bk v
Demo CSD
Paystie To. ACOUSTICAL SOLUTIONS, INC
Aadrenn mmcu.-anmns
3603 MAYLAND COUR?
[ mowsono CTEC S O o At pe ¥

The amount of the purchase order is reflected on the disbursement window.
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Finance Manager

Note the 'Receiving Status’ filter at the top of the Computer Check window, which provides the ability to filter the
checks in the listing window to show the following:

"All’ — shows checks for fully and partially received POs, as well as checks not being paid against a PO)
‘Blank’ — shows checks not being paid against a PO

‘Fully Received’ — shows checks for fully received POs

‘Partially Received’ — shows checks for partially received POs

- LA T
ANADISEC SOTK SERACE 9
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Finance Manager

Payment Receiving Status Report

In nVision Accounting, after computer checks have been entered for POs that were either fully or partially received, go to

Reports — Schedule Reports and click the Payment Receiving Status option.

-
m Demo CSD - Payment Receiving Status Report Launcher sl
Payment Receiving Status Report i
This report will list line item receiving status for paid purchase orders. =
M 4 P M Search~ M- Fundg (AN w» Status: Open A4
Schedule Description StartDate EndDate -
A2 September 2017 Cash Disburi. 09/01/2017 s 09/30/2017 =rmemmmmmmca |
A-1l Payroll Cash Disbursement Ju.. 07/01/2017 07/31/2017 |
A-4 Cash Disbursement March 20... 03/01/2017 03/31/2017
A-3 Cash Disbursements January... 01/01/2017 01/31/2017
A-1l Cash Disbursement 10/01/2016 10/31/2016
A-2 CashDisbursement Septemb... 09/01/2016 09/30/2016
A-S Computer Checks June 2016 06/01/2016 06/30/2016
A-6 TA Checks 06/01/2016 06/30/2016
A-4 Anril Cash Dishursements na/m 206 N4l3N2MA v
Report Criteria
Receiving Status Option [T ~ |
Sort By Check Number v
- EC}%A‘F iExport“ RunﬂHCapodi[

1. If necessary, use the Fund and/or Status filters to restrict the contents of the listing window. Highlight the
appropriate cash disbursement schedule.

2. Use the drop-down to choose the Receiving Status Option — All, Not Yet Received, Partially Received, or Fully
Received.

3. Use the drop-down to choose the Sort By option — Check Number, Vendor Name, or Vendor ID.

4. Click \L—-J or 1 to Excel.
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Finance Manager

The Payment Received Status Report includes the following information: check number, check date, vendor ID, vendor
name, PO number, PO date, check amount, PO item total, PO received total, and difference between the PO Item and PO
Received totals. A sample report follows:

Demo CSD NCIS)

Payment Received Status Report For All Purchase Orders For Schedule A - 2

Check Number Check Date VendorID  Vendor Name PO PO Date Check PO Item PO Received Difference

Number Amount Total Total

6022 09/19/2017 14  ABC SPORTS & FITNESS 3 08/31/2017 403.64 54438 403 64 140.72

6023 09/19/2017 17 ACADEMIC BOOK 4 08/312017 111.30 111.30 111.30 0.00
SERVICE INC

6044 09/30/2017 23  ACOUSTICAL 6 08/3172017 1,961.00 1,961.00 1,961.00 0.00
SOLUTIONS, INC

6050 09/30/2017 13 ABC SCHOOL SUP 8 08/31/2017 1.300.00 1.300.00 1.300.00 0.00

6053 09/30/2017 15 ABEKABOOK, 100 08/31/2017 550.00 550.00 550.00 0.00
INCORPORATED
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Finance Manager

Check Printing

At the time of check printing, after the schedule and bank account are selected, use the ‘Receiving Status filter on the

Checks to Print tab to help you select the checks to be printed.

*All" = shows checks for fully and partially received POs, as well as checks not being paid against a PO)

‘Blank’ — shows checks not being paid against a PO
‘Fully Received’ — shows checks for fully received POs
‘Partially Received’ — shows checks for partially received POs

€) FINANCE MANAGER

al
I] Demo CSD - Check Print S
Print/Post Check : :-(j
&7
|7 Schedule:A-2 | [September 2017 Cash Disbursements | |9/1/2017 - /3072017 Bank Account. |HSBC Checking -
_ I : : Print: (A v
Checks To Print |« Checks To Post | Copies To Print | @ Stubs To E-Mail | o
M 4 » P Search~ & 8 - Batch: (AN v | ReceivingStatus:
Temp Check #  Batch PO Number Vendor Description Invoice Mum Pa
6022 3 ABC SPORTS & FITNESS Bl
Fully Received
6023 4 ACADEMIC BOOK SERVICE INC [Partially Received
6044 6 ACOUSTICAL SOLUTIONS, INC. E s
6050 8 ABC SCHOOL SUP. 1,300.00
6053 100 ABEKA BOOK INCORPORATED 550.00
6054 AGWAY PETROLEUM CORP. 500.00
Check Date Check/Stub Number Select Al Selected To Pt~ Print To -
093072017 v 10061 0 | \\fmdc 1\1720dn-QA v
Locatior Password Load B ‘ ”
| Pin l
J
Location Password Load ——
[ Close i
]
10042017



