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Receiving from an Existing Purchase Order (Mobile Scanner) 

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

 

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

4. Type your vendor’s name in the search bar or scroll down to find your vendor. 
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5. After verifying you have the correct purchase order to receive, select “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 

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. 

 

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. Use the “+” 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. 

 

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. 
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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. 

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 

quantity that is less than the invoice quantity, then you will see a red “!”. 

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 “$” (dollar sign) icon at the top to add shipping fees, any additional fees, and a 

reference number. 
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19. Tap on the textboxes on the right to update these fields. 

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

 

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

 

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. 



12/13/2023 
 

23. When you are ready to upload, there are two ways to do so: 

a. If you 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. 

 

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. 

 

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… 

 

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/ 
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