
 
 

SPAREPARTS 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:  

 

 

 

 

 

 

 

 

 

 

After all the mandated fields filled out, proceed to checking the items received 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attach scan copy 

of DR, then save 

Click this sign 

You must select "unmark all" since not every item on the PO will 

be delivered at once in some cases. 

51490-MFL-003 

 

Point the cursor here and scan the items with the barcode scanner; 

anything that the barcode cannot read must be entered manually. 

After scanning/entered manually the items, it will automatically check the checkbox. 



 
 

 

 

 

 

 

 

 

 

Go to Inventory Detail to input and select the bin where the items located, status and qty. 

 

 

 

 

 

 

 

 

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.  

These represent all the actual items you received for 

this arrival. 

The quantity received must be 

manually entered. Please keep in 

mind that the PO quantity should 

match the actual quantity received. 

INCOMPLETE ARRIVAL: 

 For incomplete delivery – input the actual 

quantity received and put notation in the unit 

remarks box. “Ex: Lacking 3pcs” 

OVERSHIPMENT ARRIVAL: 

 For over-shipment delivery, enter the quantity 

that corresponds to the PO and you will not 

receive the over-shipment quantity and inform 

Head office. Same with superseded items.  

After entering the received qty, you 

need to click this icon under inventory 

detail column to select the location of 

the certain items, if it’s in good 

condition and also the qty 



 
 

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

 

 

 

To further show the inventory details, 

click on the item code to see if the 

items you received have already been 

added to your inventory. 

 

After clicking the item code you 

will be redirected to this page 

As you can see, you already 

have a qty onhand as well as 

qty available 

Aside from seeing your quantity 

on hand, you can see all of the 

branch transaction flows for all of 

the inventory items from quantity 

on hand, on order, in transit, and 

back order. 


