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Supplier – Goods Received – 304 New Goods Received (1) 

This will show a list of all outstanding Purchase Orders entered. 

Scroll down the list to find the Purchase Order, or search for a certain PO number by using 

the search box (2) 

 

To receive the Purchase Order, the tick box to the left of the screen needs be to selected for 

the required PO (3) 

 

Once ticked, either Double Click on the line to open the PO or click OK (4) at the bottom 

right of the main Interprise window. 
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(5) Enter the Date the Goods were received into the warehouse. If this was the previous 

day, it is recommended that this is changed. NB. This will be reflected in the 

Accounts for the relevant Accounting Period based on the date entered. 

(6) It is recommended to leave the Original PO number in the Delivery Note field. This 

makes searching easier when going to Find Goods Received Note. After the Delivery 

Note number enter ‘/’ then the suppliers Delivery Note if there is one. 

(7) The Received column against each item line, is the quantity that was received on the 

delivery and the quantity being booked into stock. NB. The quantity that defaults on 

the line is the quantity outstanding from the Purchase order Item Line. 

Amend these up or down as required. 

 

If the Received Quantity is amended down so it is less than the quantity on the Purchase 

Order, it will pop up with a message: 

 

NB. This defaults to ‘No’ so the enter or space bar key will select ‘No’ 
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The message is asking, is the rest of this item going to be received? This message will be 

asked on each line that is amended. 

Clicking “Yes” will complete the purchase order Item Line so the Item will not remain on 

back order.  “Yes” should be selected if the supplier isn’t going to send the remaining items 

on a back order.  

Clicking “No” will leave the items on back order. These can be booked in separately when 

the Supplier sends the remaining items.  

 

Once everything is correct on the screen click ‘Save and Close’ 

 

NB. When the Goods Received Note (GRN) is Saved and the Stock is booked in, this will 

create an Accrual in the Accounts.  

This will Debit the Inventory Control Account 1001 for the value of the goods for each item. 

It will Credit the Accrued Creditors Control Account 2110 for the value of the goods for each 

item line. 

 

This Accrual is reversed when the Supplier Bill is matched to the GRN. It is 

important that Expense Bills are not entered manually for Stock where these is a 

PO & GRN as the figures will be doubled in the accounts. 
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If there are multiple lines on the PO/GRN, and it’s easier to start with them all as zero & 

enter the required quantity rather than be prompted with what was expected. The clear all 

Quantity Values (8) will set every line to 0. NB. If doing this, any line left as zero will not be 

booked in to the system. 

 


