
 
Goods Receipt 
 

When products from suppliers arrive at the warehouse, the goods receipt function can be used to record the 

transaction. 

 

To create a new goods receipt:  

Inventory > Goods receipt > New 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(1) The system will default to today as the Goods receipt 

date. Users have the option to change the date. 

change the date on their own 
(2) Select the warehouse 

for receiving goods. 

(4) Input the product code. 

(5) Input received quantity. 

(6) Input remark or select standard 

remark as needed. 

(7) Press <Print & OK> or <OK> to 

issue the goods receipt. 

(3) Input the vendor code. 

After entering the product code,  

system will display the unit cost 

based on product master. Users 

have the option to edit this figure. 

Inventory will be updated immediately after the goods receipt is done. 



 

To view goods receipt: 

Inventory > Goods receipt > Search  

 

 

 

 

 

 

 
User with access rights can edit or void the goods receipt. 

Only authorized users can view the unit cost on the receipt. 

Input the search criteria and  

press <Submit> to view the goods receipt. 

 

 

A list of goods receipts will be displayed. 

Press the goods receipt to view the details. 

 

 



 

To view goods receipt record: 

Inventory > Value inquiry > Inventory transaction value inquiry 

 

 

 

Input search criteria  

and press <Submit> to view the record. 

 

 

The record can be printed and exported in excel format.  



  

To view goods receipt report: 

Inventory > Report > Goods receipt report 

 

 

 

 

 

 

Input search criteria  

and press <Submit> to view the report. 

 

The report can be printed and exported in excel format. 



 

To setup Goods receipt function: 

Inventory > Setup > Good receipt setup 

 

 

 

 

  

 

To release view product cost access right for individual user: 

Staff > Staff > Select shop > Select staff (User) > Edit 

 

 

Setup Inventory value inquiry and Inventory report access right: 

Staff > Setup > User access group > Select group 

 

 

The system will display product cost by default. 

 

- If the box is not checked, system will not display product cost except to 

authorized users (excluding stock value enquiry and inventory report).  

- When these group of unauthorized users create goods receipt, the system uses 

the unit cost that based on product master to receive the goods.  

- Of course, we can grant the right to individual users to view the product cost. 

Tick <Yes> so the staff can view the unit cost. 

 

Check the box to grant the right of user group 

to access inventory report. 

 

Check the box to grant the right of user group 

to access stock value enquiry. 

 



 

To setup goods receipt standard remarks: 

Master > General settings > Remarks > New 

 

 

 

(1) Select the type of goods receipt. 

(2) Input remark. 

 

(3) Press <Submit> to save the remark. 

 


