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1. Starting on the Home screen, press “Receiving”.

Q

OrderDog

A STORE'S BEST FRIEND

Last synced 15 minutes ago

Orders Receiving
Items Shelf Tags

2. Select the “+” button to begin receiving an order.
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3. Select “Purchase Order”.

< Start Receiving

Let's Get Started!

Please select how you would like
0 start your new receiving document.

Purchase Order

Receive an existing purchase order

Blank

Receive with a blank document

4. Type your vendor’s name in the search bar or scroll down to find your vendor.

<  Start Receiving - Select PO

Select A Purchase Order
To Receive

OrderDog

ORDERDOG DEMO SUPPLIER #3
1 $325.00 11/27/2023
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5. After verifying you have the correct purchase order to receive, select “Receive Order”.

ORDERDOG DEMO SUPPLIER #3

$498.25 02/22/2024

tota sent

PO # 2899
OrderID 11463596

shipped

Receive Order

6. Determine which options you would like prepopulated.
a. Cost (Recommended) — Defaults to vendor ship prices
b. Quantity Received — Defaults to vendor ship quantity

<  Start Receiving - Options

Last Step!

Would you like to auto fill the following?

. Cost (Recommended) /

Select this option to default the cost to
the ship price on the purchase order

K

' | Quantity Received

Select this option to default the quantity
received to the ship quantity on the

purchase order
Create

) =

7. Select “Create”.
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8. We are now on the receiving summary screen. To begin updating an item/items received
from a purchase order, tap an individual item box or select the “+” button to scan items
in. Let’s use the “+” button for now.

<  Receive Order S []

ORDERDOG DEMO SUPPLIER #3

PO - 11463596

in this document
6 Shipping Fees $0.00
Additional Fees $0.00

Upload Now 30.00

817252013708

BODY WASH SWEET ALMOND

A La Maison

o
3 0 $7.36
shipped received cost

817252012909

Bar Soap Coconut Charcoal

A La Maison

5 0° $

shipped received c

819209028902

9. Either scan the received item or enter its UPC manually using the barcode and
magnifying glass icon. Make sure to press “OK” when you are done typing the UPC code

if you enter it manually.
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10. From here there are 3 ways to update the quantity received:
a. Scan each individual item to update the quantity
b. Usethe “+” and “-“ buttons
c. Tap the black circle and type the number received

NOTE: When receiving larger quantities, it’s easiest to tap the black circle and type in the
number rather than repeatedly scan or tap the “+” button.

< Receive Item .Eh |||El i

817252012909

A La Maison
Bar Soap Coconut Charcoal 8.8 Ounce

Quantity Received @

~ +

Cost
3.89 i
1 2 3 -
& S < O
7 8 9 \&
0

11. Update the cost as needed for items you scan. Otherwise, when you have verified that
all receiving information is correct, scan/input the next item.

12. Repeat this process until all items are scanned.

13. When you’re done scanning, select the back arrow to return to the summary screen.

< Receive Item Ek |||El i

817252013708

A La Maison

BODY WASH SWEET ALMOND 25.36 0Z
BODY WASH

Quantity Received
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14. You can see the quantity received for each item that has been updated, as well as
compare it with the amount the vendor noted they had shipped.

15. If you need to edit an item, tap on it to update it.

16. Perhaps you found an extra item at the bottom of the package while receiving. For
instances like this, you can press the “+” button add one more, or edit the quantity in
the other ways we showed before.

" I”

NOTE: If you have entered more than the invoice quantity, then you will see a green
(exclamation point) next to the “Quantity Received” phrase. Likewise, if you enter a
guantity that is less than the invoice quantity, then you will see a red “!”.

819209028902
ELDERBERRY COMPLEX BERRY
Amazing Nutrition

6 S $17.59
shipped received cost
819209026670
FAMILY WHEY PROTEIN ISOLATE
COOKIES + CREAM
Amazing Nutrition
o
10 11 $29.03
shipped received cost

17. When you’re done editing the item and verified the information is correct, select the
back arrow again to return to the summary screen. You can edit items like this as many
times as you need to before uploading the receiving document.

18. Select the “S” (dollar sign) icon at the top to add shipping fees, any additional fees, and a
reference number.

<  Receive Order ) i

ORDERDOG DEMO SU’“PLIER #3

PO - 11463596

in this document
6 Shipping Fees $0.00
Additional Fees $0.00

'\ _UploadNow $472.69

817252013708

PR ALY LAFA ML SAIPYT AL BAAAIN
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19. Tap on the textboxes on the right to update these fields.

Receive Order - Fees

ORDERDOG DEMO SUPPLIER #3
Order - 11463596

D

Shipping Fees 15.00
Additional Fees 5.00

~N

Reference 2899

20. Select the back arrow when you’re finished.

< Receive Order - Fees

ORDERDOG DEMO SUPPLIER #3

Order - 11463596

21. If you have more than 1 vendor to receive from, select the back arrow again.

¢  Receive Order $ i

ORDERDOG DEMO SUPPLIER #3

22. Select the “+” button to add another vendor to receive from. Using the same process we
just outlined, you can receive as many additional vendors as you need to before
uploading, by adding additional vendors on this page.
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23. When you are ready to upload, there are two ways to do so:
a. Ifyou need to upload only one receiving document, make sure you are on the

summary screen for that specific receiving document. From here, press the
“Upload Now” button, which is in the blue section on the top of the screen, on

the bottom left.

€<  Receive Order ) []

ORDERDOG DEMO SUPPLIER #3

PO - 11463596
Ref - 2899

in this document
6 Shipping Fees $15.00
Additional Fees $5.00

$492.69

b. If you want to upload all of your receiving documents at once, go back to the
“Receiving” summary screen, where you can press the green upload button in

the center.

<  Receiving

$492.69

MARRACFARNAAS RACLAA SRR 1IN 4D

NOTE: This will upload all of your receiving documents at once. If you are still
editing even one of your receiving documents, you should individually upload all
the other receiving documents instead so you can continue to edit any
unfinished documents that have been added.
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24. Once you have uploaded your order(s), you can find your receiving order document on
the OrderDog portal to review and have record of. Otherwise...

<  Upload

Receiving Docs Upload

Your Receiving Docs Were
Successfully Uploaded

Confirmation
# 104143

YOU’RE DONE!
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If you have any questions or concerns regarding this tutorial,
or any other inquiries, please feel free to contact us at:

Email: support@orderdog.com

Call: 1-866-673-3736

Our hours: 8 AM — 6 PM CST
Monday — Friday
After Hours Support Available

Visit our website for more tutorials and resources:
https://orderdog-inc.kayako.com/

& OrderDog

A STORE'S BEST FRIEND
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