
Delivery Date and Site 

After selecting the Receipt Date and Site, the 

grid will populate with available items. 

Receipt # 

The Receipt # will be automatically 

generated when the receipt is created. 

Add Comments 

You can add relevant 

comments to the order. 

Clear Filters 

Clearing all filters will revert all 

fields to their defaults. 

Distributor 

A single distributor  

can be selected from  

the dropdown list. 

Order Items 

Items that have  

already been added 

to your receipt will 

appear here. This 

section is like your 

shopping cart. 

Browse Items 

This is the section 

where you can 

search for items to 

add to your receipt. 

Search 

You can search for items by entering info in 

the corresponding column. Example: You can 

find all chicken items available to order by 

typing “chicken” in the description column. 

Enter the Amount that was Ordered 

Enter the Purchase Qty for the item by typing 

in the field. If you are receiving a fraction of 

the Purchase Qty, enter it in the Pack Qty 

Price 

The current Bid 

Price for the item 

will be shown. 

On-Hand 

The current On 

Hand quantity will 

be shown here. 

Save Only 

Use this if you want to 

save the receipt but 

you have not 

 received the order. 

Update on Hand and Close 

Use this if you have     

received your order and 

are ready to update    

your On Hand Quantity. 

Creating a Receipt 


