
 

 

 
 

 

 

  

SYSPRO – AFRICA 

 

 

 

TRAINING GUIDE 

GRN RECEIPT 

 

 

 

 

 

 

 

Company Name DIETRICH VOIGT MIA (Pty) Ltd 

Company Address PathCare Business Centre 

Neels Bothma Street 

N1 City 

7460 

 

 

 

Version Date: 06 March 2024 

 

  



 

Table of Contents 
 

Table of Contents ............................................................................................................................................................................. ii 

Receipting Purchase Order .......................................................................................................................................................................... 3 

Loading a Purchase Order to Receipt .................................................................................................................................. 3 

Receipting a Purchase Order Line ........................................................................................................................................ 4 

Using Edit to Create a New Lot Number .......................................................................................................................... 5 

Receipting a Standing Order ....................................................................................................................................................................... 6 

Reports ........................................................................................................................................................................................................ 7 

Queries ........................................................................................................................................................................................................ 8 

 

 



 

Receipting Purchase Order 
Open the Hamburger Menu and search for Purchase Order Receipts or use the Tile. 

 

 

 

 

  

 

Loading a Purchase Order to Receipt 
 

 

 

 

 

 

 

 

 

 

 

1. Select the Purchase Order 

2. Select to Receipt the Whole order or, 

3. Select to Receipt per line, or 

4. Select on the line using the pencil and then click Receipt Line 

 



 

Receipting a Purchase Order Line 
 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the receipt quantity. 

2. Leave the Cost Basis as purchase price. 

3. With Asset Type requisitions – serial number field to be filled in (this is a mandatory field). If 

there’s no serial number, NA needs to be filled in. 

4. Fill in Supplier’s delivery note if working from one. 

5. Insert a notation if required. 

6. If this is a traceable item and the lot already exists: 

a. Select the Lot from the Browse.  

7. If this is a traceable item but the lot does not yet exist: 

a. Click on the Edit hyperlink to create the lot. (Please refer to section “Using Edit to 

create a New Lot Number”). 

8. Click Save. 

 

 



 

Using Edit to Create a New Lot Number 

 

 

 

 

1. Enter the lot number. 

2. Capture the Expiry date.  

3. Enter the quantity applicable against the lot number. 

4. Click Add to list.  

a. Multiple lots can be captured on this screen, simply repeat the process from step 1 

until the full quantity has been allocated. 

5. Review how many traceable items are still unallocated – this needs to be 0. 

6. Review the captured lots for this receipt. 

7. Click Save, or a pop up will say the allocation is complete, do you want to accept the entries. 

Click Yes. 

 



 

Receipting a Standing Order 
Open the Hamburger Menu and search for Purchase Order Receipts or use the Tile. 

 

 

 

 

 

 

 

 

 

 

 

1. Select Function 

2. Select Standing Order 

3. Alternatively select the Standing Order button 

 

 

 

 

 

 

 

4. Select the Standing Order Contract. 

5. Click OK. 

6. Follow the Receipting a Purchase Order Line section above to receipt the stock in.



 

Reports 
 

Report Name Report Description Report Location 

GRN Audit Trail Generate a list of all GRNs 

extracted from purchase order 

receipts since the last time this 

program was run 

Purchase Orders >> GRN System 

>> Reports 

GRN Invoice Variance Generate a detailed or summary 

report of all matched GRN’s in 

stock sequence, showing the 

difference between the sum of the 

matched GRN’s and the actual 

value of the invoice posted 

Purchase Orders >> GRN System 

>> Reports 

GRN Price Variance Generate a report or either 

standard cost price variances or 

non-matched invoice variances for 

matched GRN’s in stock code 

sequence 

Purchase Orders >> GRN System 

>> Reports 

GRN Trial Balance Print information about all GRN’s 

held in the suspense file 

Purchase Orders >> GRN System 

>> Reports 

Purchase Order Print Produce purchase order 

documents in batch mode. 

Purchase Orders >> Reports 

Purchase Orders by Stock Code Generate a list of outstanding 

purchase order lines, in stock code 

sequence, based on the selection 

criteria provided. 

Purchase Orders >> Reports 

Purchase Orders by Supplier Generate a list of merchandise 

lines, in supplier number 

sequence, that are still to be 

delivered by the supplier. 

Purchase Orders >> Reports 

Blanket Purchase Order Contract 

Report 

Generate a list of blanket purchase 

order contracts 

Purchase Orders >> Blanket 

Purchase Orders >> Reports 

Contract Print Generate blanket purchase order 

contract documents 

Purchase Orders >> Blanket 

Purchase Orders >> Reports 

Inventory Document Print Produce supporting 

documentation in batch mode for 

inventory transactions 

Inventory >> Transaction 

Processing 

AP Contract Price List Generate a list of all 

supplier/stock code cross 

reference information 

Purchase Orders >> Supplier-

Stock Code Cross Reference >> 

Reports 

AP List of Suppliers Generate a report of suppliers 

currently defined 

Purchase Orders >> Reports 

 

 



 

Queries 
 

Query Name Query Description Query Location 

Purchase Order Query View details of purchase orders 

(including cancelled and 

completed orders) that have not 

yet been purged 

Purchase Orders 

Inventory Query View static details of stock items, 

as well as any transactions that 

have been processed against them 

Inventory 

Blanket Purchase Order History 

Query 

View all the history against each 

merchandise line for a contract, 

with ordered and receipted totals 

for each scheduled date 

Purchase Orders >> Blanket 

Purchase Orders 

Blanket Purchase Order Query View details of blanket purchase 

order contracts 

Purchase Orders >> Blanket 

Purchase Orders 

 


