Warehouse SOP: Receiving in
SkuVault

09/20/2024 8:52 am CDT

Who is this for: Inventory Personnel

Objective: Understanding receiving POs in SkuVault

Once logged into SkuVault you should see this screen as you see under the PO drop down that the Receive PO is
highlighted in blue
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The PO box is outlined in blue. This is where you insert the PO number then you would click the SHOW PO box just to the
right.
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Once you click that then you will see what items you will be receiving
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If the product is lotted like it is here, you would click the Assign lot button. You will see a white box pop up with lots already
associated with this sku, if not or it doesn't have the right lot information you will need to make a new one, If a new one is
needed then you will need to click Create Lot on the right top of the white popup box



¥ B Purchae Order Lnes O3 X | @) e PO | Siuvest % | BN 50 Recewing | St X B PO Recenang | S x|+

G 5 WEsapeskuvauloom purhasee ters Fecsving

When you click that box this screen will appear in a new window.
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you must know or make up a lot number and expiration date, then you MUST add the SKU in the Product box and wait for
the product detail to open in a small blue screen, and you must click that box for the sku to be added correctly. Should look

like this then click save
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Once saved go back to the original SV window and click Assign lot again for the sku we just created a new lot for. Once you
find the correct lot click the circle by the lot number and it will turn blue then click continue.
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Once you click the continue button you will see the Lot number to the left of the sku that you're receiving, then you can
move over to the right and the box outlined in blue you would enter the amount that is to be received.



* @ R D
B i case B At Sale [ St oot — o &

Supplier: Aunt Gussie's
© Notes
Public Motes
1
ot D Receve | ScanioReceive | Seants Lot
Don't See the ltem?  Add Line ltem Create Edit Receiving Payments PO List
Lot Mumber KU Serisl Mumbers Code Fart Number Tt i
L. 2 e = o = Receing Ordered Received 3pl Oty 3ploty 3pd Oty
Classification  Plcture Qty oy aty Sending Sent ToSend  Mote Loeation
AG2A162 THIOTHOMEZT 00032 = citee
1 2= ]
-
Assign Lot QLes
Help Documentation
Assign Lot o Qe

After the amount to be received has been entered then you can move over to the location box and input FBA-REICEVING.
Continue receiving if you have more to receive for the PO,
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If you're done, then you would go up and hit the Receive Button you can see lightly shaded in grey
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The final step is to double check the gty and the receiving location is correct before you hit the confirm button in blue, if its
incorrect then just cancel and then you can correct the information. once you hit confirm the product will be added the
receiving location that was inputted
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