
 
 

APPLIANCE PO RECEIVING 

Sample PO from Netsuite: 

 

 

Where to locate PO Transaction 

1. Go to Transaction        Purchases       Enter Purchase Order        List 

 

Filter the brand you are receiving, for easy reference on the list of PO’s. 



 
 

2. Select View, once the PO number is found. 

 

 After clicking view, Netsuite will show the PO Details then click Receive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Once clicked Receive, the system will be redirected to the Item Receipt field. All the mandated 

fields will be filled up. This includes attaching a scanned copy of the delivery receipt. 

 

Clicking the + sign in DR Attachment will show where to upload the scan copy of the DR. Refer 

below data: 

 

 

 

 

 

 

 

 

 

 

 



 
 

Go to Inventory Detail to input the serial number thru bar code scanner. 

 

By clicking Inventory Detail, below data will show. You may start to input serial numbers. 

In every single serial number scanned, lines automatically added. 

 

 



 
 

Review all the filled up data before clicking SAVE. Reminder: unlike IETOOL, there is an HO approval to 

validate arrivals. But in Netsuite, once saved this will automatically count in your inventory. Always be 

careful.  

 

Once Saved, a confirmation will shows that the Transaction successfully saved. 

 

 

 

 

 

 

 

 

 



 
 

How to check Inventory Details you received? By clicking the Item code, this will leads you to serialized 

inventory items. (Click Inventory Detail field, then go to Inventory Numbers. This will show the serial 

number received and the status that marked Onhand & Available.)

 

 

By clicking Related Records, this will show the related transaction on the item you received, from 

Purchase order number to Item Receipt number. 

 

 



 
 

 

 

APPLIANCE TRANSFER ORDER 

Where to locate Transfer order: 

1. Go to Transactions  Inventory  Enter Transfer order 

Create Transfer order – Fill in all the necessary fields then click save. 

 

 

 

 

 

 

 



 
 

Once SAVE , a confirmation that the Transaction Successfully Saved. Then proceed to FULFILL. 

Once Fulfill button click, this will redirect you to ITEM FULFILLMENT. Fill in all the necessary fields 

and click the inventory detail to review the actual serial loaded. Then click Save. 

 

Once Save. A confirmation will show that the Transaction Successfully Save. Item Fulfillment status is 

SHIPPED. Take note the Transfer Order Reference. 



 
 

  

To track Transfer Order Status, go to Transfer Order List. This report will show the status of each 

Transfer order either Pending Receipt, Pending Fulfillment or already Received. 

  

 

RECEIVING APPLIANCE TRANSFER ORDER 

1. For the receiving branch, take note of the transfer order number. You may find it in the SEARCH 

BUTTON as displayed in the system. (Sample Transfer Order was TO-CGN2) 

 



 
 

2. In the Transfer Order, CLICK RECEIVE. 

Once Receive button click, it will redirected to ITEM RECEIPT. Fill up necessary data. Delivery Receipt 

Number is the Transfer Order Number. Attached scan copy of the Transfer Order Slip, Fill up person who 

inspected the unit upon received. 

 



 
 

Go to Inventory Detail to recheck the actual serial number received. 

You may put in Unit Remarks for additional comment. Like sold to certain customer, or wet box, or lacking 

remote. Etc. 

 

 

Once SAVED, a confirmation shows that the Transaction Successfully Saved and will show the Item Receipt 

Number. 

 

Click the item code to check status. Go to Inventory Detail that the transferred unit is now ON HAND and 

AVAILABLE at the receiving branch. 



 
 

 

 

APPLIANCE SALES ORDER (CASH) 

1. Go to Transaction        Sales        Enter Sales Order       

2. Fill up all necessary fields. Customer Name, Date, Brand, Subsidiary, Location, Item Class, Type 

of Sales 



 
 

For Customer Field, you may click the list to find the customer name if already exist: 

 

 

 

 

 

 

DATE to fill up                                                                        Subsidiary & Branch Location      

 

 

 

 

 

 

BRAND to fill up     ITEM Class  

 

 

 

 

 

 

  

   TYPE OF SALES to fill up         Then the ITEM to find in the list 

 

 

 

 

 



 
 

For the selected ITEM, system will automatically shows the current available on hand.  

 

Click the Inventory detail to assign serial number to be sold. 

 

Then review everything from the data filled up to serial number assigned to given price. Then click SAVE. 

 

 



 
 

Once SAVED, a confirmation will show that the Transaction successfully saved. Then it will automatically 

GO to INVOICE.

 

In INVOICE, you have to input the customers name, update all the fields – Same as what you have filled 

up during the Sales Order process.  

 



 
 

 

 

This is the sample Sales Invoiced. (Lay-out currently in progress) 

 

 

THEN SO FULLFILLMENT AFTER CASHIER– Can’t fulfill due to access given. 


