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and create claims, or the rt command will allow you to print this list and the discrepancies.

Press E to exit the reconciliation list and return to the main receiving list.

When an electronic invoice is being processed, special orders attached to that PO# will automatically 

title that has been ordered for a customer on another PO#, is being received in your current session. 
For example, if a title has been ordered for a customer on PO #1234 with PRH, but you are currently 
receiving PO #1233 from IBC and that same title is on order, Bookmanager will ask you if you would 

es or o to this option. If your 
customer order was originally placed under order #1233 (the order you are receiving) then the order 

or you can choose option .

Carton-Level Receiving can be considered a sub-set of Electronic Receiving, in that it functions virtually 
the same, except that larger invoices can be broken down into their individual boxes and received/
reconciled one by one, rather than doing the entire invoice in one go.

This feature is especially helpful for large multi-box shipments that have not all arrived at your store at 
the same time. With standard Electronic Invoices, you would have to wait until all the cartons arrived 
until you could receive the shipment (as simply bringing in the Electronic Invoice receives the shipment 
into Inventory in its entirety), or you would have to do some fancy Bookmanager footwork to mark 
product that has not arrived yet.

Another feature provided by Carton-Level Receiving is dealing with shipments containing multiple 
invoices in the same box. For example, you could receive a four-box shipments from Hachette Book 
Group, but those four boxes actually contain product spread out on three invoices. You can receive 
and print labels for the boxes individually, rather than having to take the time to sort through the 
shipment and organize it based on invoice.

Before you can utilize Carton-Level Receiving, you must enable it in A , , and say 
es to 

Similar to electronic invoices, your suppliers will need to be contacted if you are not receiving car-
ton-level documents. These are known as  ( ) or . Not all suppliers 
are capable of providing carton-level data. Once they enable them for your account, you should au-
tomatically start to see them when you access receiving.

 When viewing electronic invoices, press og to view a list of all the electronic document 
processing that has been happening within your copy of Bookmanager. This is used mostly by us 
when providing technical support, but it may be helpful for you as well. Enable carton-level, then 
when new documents are sent to you, the log can be used to look for any  lines indicating 
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that the supplier is now sending you the carton-level data.

At the start of receiving, and when your cursor is in the  bar code found 

the other bar code(s) on the label, but we are working on standardizing this between suppliers). The 
carton number will be looked up and you will see a screen like this when a match is found:

The above is a two carton shipment, and the second box’s shipping label barcode has been scanned 

but there are exceptions to this, (presumably to confuse receivers when publishers ship carton #6 of 
5, or #1 of 1 for a 2-carton shipment). Carton numbers are not listed in Bookmanager (to avoid this 
confusion), only the giant carton ID (also known as SSC) sent from the publisher.

With the desired  or  highlighted, press rocess to start the electronic receiving process. 
This will also happen if you press R to view the contents, and then press R again.

If anything unusual is found with the shipment, you will be shown a  warning:
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In the above example,  was missing an item that is about to be received. Of course, if you did 
not record the order at all into Bookmanager, the entire shipment will be reported as missing but you 
will proceed regardless. Most often you will select the third option, 

, to continue.

The rest of receiving is done the same way as a regular electronic invoice, with the next screen giving 

and on to reconciliation.

This type of receiving will not be for everyone because it introduces another level of understanding. 
If you scanned a  and then rocessed it, the . 
The iltered list will only be for the items in the carton. If you use the tra option, and have selected 
option , the items to reconcile will only be for what’s 
in the carton. The invoice(s) total will not be complete until all cartons are received.

Multiples of the same item could be in multiple cartons. When the shipment is processed, the items  
in Orders will be split into separate rows to facilitate receiving only the quantity in each carton. This 
happens when carton-level receiving is enabled, even if you did not process the shipment by scanning 
in cartons.

If you prefer to print price labels all together at the end of your receiving session, you may want to 
receive the entire multi-piece invoice at once (i.e. do not scan in cartons) but have the labels printed 
by carton. When you exit to , there is an option to sort labels by carton. Rather than 
have a list of 500 labels alphabetical by title, your 10-carton shipment will have 10 batches of labels. 
Simply match each batch of labels to its carton, to make it easier to match the labels with the books.

scan/receive a carton, then scan/reconcile the carton’s contents with  enabled. If 
a twenty carton shipment is going to take much of the day to receive, this method will only show 
stock as “received” that are moments away from being shelved.

Carton-level receiving allows you to receive only the boxes that arrived. The books in the carton still 
in transit will still have the  status. The invoice will not be balanced, but there is a note linked to 
the invoice in  reminding you the shipment is incomplete. Nonetheless, we think 
it wise to keep paper notes to yourself, as a reminder that boxes were missing.

Carton-level receiving can save a lot of time and frustration when a supplier chooses to generate sev-
eral invoices for all the books in a shipment. Scan/receive using the  even if there is only one 
box. The scan/reconcile/label process works well, because it ignores the invoice numbers. The Receiving 
screen showing the invoice totals is misleading, because it can only show one invoice total at a time. 
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Once all cartons/products have been received, it’s now time to review each invoice against the list of 
invoices on the screen, starting with the (randomly selected) one already displayed. Get back to the 
start of receiving, enter the supplier code and then F while in the 
invoices with that supplier. These should be all the invoices that you just did carton-level receiving for.

Below is an example of a “more challenging” shipment:

In the above example, we have scanned and received one carton from Hachette Book Group. Next, we 
exited the one invoice BM randomly chose to show on the screen, then used F to get in the 

 area, where we can see there were six invoices created on that day (Jan15-16). We now use 
the paper invoices contained in the shipment to verify that the totals listed under the  column 
match the paperwork (i.e. we received what we were billed for). The highlighted item with the  likely 
will not match the monetary totals, because the  tells us there is another unprocessed carton that 

-
leased a shipment containing backlist and new releases in the same carton. The books have arrived 
a couple of days before the formal release date of the new releases in the shipment. Technically, they 
are not to be shelved until the day of the release, but it makes sense to put the rest of the shipment 

date, Hachette will withhold the electronic invoice data until the release date. The electronic carton 
document was helpful to receive the books, but there was no electronic invoice to match with the 
new releases.

set aside these titles, even though they are now “received” into your system. If it is important to not 
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show these titles as received in your inventory, you can go back into receiving and ackorder them. 
There are no features in Bookmanager to make this process more elegant. When the electronic invoice 

number used to receive the books will NOT be updated. You will need to use your receiving talent to 
tra option 

 to make corrections, so that it matches the formal invoice.

Mistakes can easily happen. Perhaps items were ordered under the wrong supplier code. Maybe they 
were received instead of backordered. Whatever the case, you will have an opportunity to correct these 
items before you leave Receiving (and even after receiving).

When receiving, the list can be a mixture of items received this session, last session, or not received at 
lt (Filter) command. This will condense the receiving 

list to include only items that have been received in this session. If you have exited the invoice by using 
the E key at any point, items received prior to using the E key may not be included. Using the lt 

lt a second time.

While receiving, if you mistakenly ackorder, ancel or eceive an item, simply use t b to highlight 
the item that needs correction and press ndo. This will set the item back to its latest status. In most 
cases, this means that the item will be  again.

You can dt (Edit) any item that does not have the status of  (this  status means it was not 
received in the current session). Using dt on an item that is not received will give you access to the 

, , and ), , 
and Customer Type (

If you need to change anything in the top half of the screen, whether it be the entire inventory card 
or the order details, select A dt. Your cursor will access the Inventory card portion of the screen. 
Make the changes and d to save them.

The el (Delete) command will remove the item completely from both  and . 
Do not el an item to un-receive it: use ndo instead. All records of the order itself will be lost if you 
delete, including special order information. An item should only be deleted if it was received as ew 

Sometimes an item may be ordered or received from the wrong supplier. Agency changes happen, 
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and billings change as companies merge. The rf (Transfer) command was developed to handle these 
situations when they occur between the times when an item is ordered and received. Bookmanager 
only allows you to receive an item from the same supplier that it is on order with.

For example, if you originally ordered something from Bantam Books, but it got shipped and invoiced 
from Penguin Random House, you need to receive it under Penguin Random House. Start the receiv-
ing session using the Bantam supplier code, as that is where the titles on order will appear, using the 

item on this invoice and press rf. Type in the code for Penguin Random House, leave the option 
 as o, and d. As you rf Item by item, they will disappear from this invoice. 

When you are done, exit the invoice and receive the items under Penguin Random House.

Alternatively, you can also do a transfer of orders en masse from the  area. Find 
the PO, select isc, and use the  option. You will be warned that the PO has 
been sent, so say es to this to make the switch to another supplier.

There are additional options available in  that will be used often to correct information 
and perform specialized tasks. Access them by pressing tra while in an invoice.

the  in the top part of the screen should match the total reported on the paper invoice. If you 
are working from a packing slip, the total on the screen should be close to your estimate. This is the 
amount that will be posted to Accounts payable and the GL.

between the supplier’s system and Bookmanager. You can try to exit the invoice, and change the total 
to 

You can force Bookmanager to do a quick recalculation of the invoice by selecting tr, and selecting 
option , and then tr again to run 
option . This will often correct simple problems of calculation that 
occur when you exit and re-enter receiving.

If the amounts still do not match, there is a discrepancy somewhere. First check the 
the top left part of the screen. That number represents the total number of units received; it should 
match the same quantity listed on the invoice. If it does not match, then you know you made a mis-
take with a  while you were receiving. Second, check the 
centre part of the screen. That number is the retail value of the items received on the invoice. The 

If it is not equal, then you know you made a mistake somewhere in the  or 
for the 
see if you made a mistake in the  or lt) invoice to 
see where the error might be.
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If you ever need to reload an invoice to reprint all of the labels (perhaps the print job was interrupted 
or you ran out of label stock halfway through), this is easily done using the tr option 

. First, enter the supplier code and invoice number 
of the invoice that the items were originally received on. d until you are in the List view, and use 

tra 
exit out of receiving and choose to reprint the product labels using the  
screen for the entire shipment, rather than highlighting each item individually and doing bl (label).

Bookmanager only allows you to change items in  that have been received in the current 
session (you have not exited the invoice) under the same invoice number. If you realize you made a 
mistake on a previously received invoice, there is an additional step needed before you can dt, el, 
or cv to correct the mistake.

First, enter the supplier code and invoice number of the invoice that the items were originally received 
on. The invoice date, freight, and GST should come up as originally entered. Simply d to advance 
your cursor to the bottom half, List view of the screen.

R. Bookman-
ager will generate a list of  for that supplier that you can choose 

R.

Next, press tr and select option  

The receiving list now only shows items that were received on the indicated invoice number. Note that 
the status is also  (without an ) for all of them. You can now make any corrections needed. Be 
aware that this list of items will also reappear in the  (discussed later) and 
unless you wish to reprint the labels, etc., it should be purged or those reprinting options unselected.

Perhaps you received a number of items against an invoice number that was typed in incorrectly. 
Maybe you received a shipment against a packing slip number, and now you have the real invoice. 
In either case, you want the receiving history to have the correct invoice number for reference, for 
returns, and for A/P.

To change the invoice number that a shipment was received on, go to  and enter the 
original (incorrect) invoice information. Press R until you get your cursor to the bottom list half 
of the screen, and then press tr. Select option 

 to bring all the items into the current session. Next, press tr again, but this time choose 
 Your cursor will go to the 

at the top of the screen for you to type in the correct number. You can also change the  here 
too. Press d to complete the change and you are ready to continue. Make any other appropriate 
changes or press E to exit the invoice. The invoice number can also be changed through A/P using 
the dt command on a invoice.
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If you are working with a large invoice and want to quickly identify those items that are still on-order  
with the contained PO#’s after you have received everything, you can use the tra option 

O/O, and then shown those items. 

The last three tr options will be discussed in more detail under the 
 section later on. In short,  is a quick way to 

enable receiving of Remainder/Bargain product during the current receiving session for any supplier. 
 is used if items were originally 

received without knowing the exact cost, often the case in  or  shipments. Option 
 is utilized for 

exit the invoice and continue on to the  screen. To do so, E to be asked 
if you wish to exit this receiving list. Answer es, and your cursor will advance to the 
any changes needed to the  or  (tax) amounts. 

d or E to save the receiving session. If the 

(less than 1%), simply type the amount on the actual paper invoice into the 
d to save it. Bookmanager will allow you to change the by up to 1%; a rounding error should 
never be more than that. Once you have pressed E, Bookmanager will be waiting for you to begin 
another invoice. If you are not receiving any more shipments now, you can press d once you have 

E  screen.

To be clear, once product has been received and their  changed to an  for received, there is 
 

• Print or reprint product labels and Special Order labels/slips (if they were not printed as you 
were receiving them).

• Post Special Ordered items to POS as held sales under the customers’ names.

• 

• Print a Bookmanager generated invoice.
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Items on the left, in green and with a red asterisk (*) next to them will be done, while grey processes 
will not.

: When an order with a customer name attached (S/O or Reserve) is re-
ceived, it is not automatically taken out of your aOH and reserved for your customer. Instead, 
enabling this option will take that Special Order item and create a new Held sale for it in POS, 

option enabled by default.

: If you do not choose to print  on labels, enable this option 
to print them on paper. If you did not print labels while you were receiving, also enable this 
option to print them at the end with the rest of the product labels.

: If you do not print labels while receiving or reconciling, enable this option to 
print them now. Price labels will print according to option . If you select , all 
the labels for each invoice will be grouped and printed in alphabetical order by title.  will 
group the labels by carton within each invoice, and within each carton print alphabetically by 
title.  (received sequence) will print labels in the order they were received or reconciled.

: If some but not all items had labels generated while receiving or rec-
onciling, enable this option to generate a printed list of items still needing labels.

: If items with existing on-hands were received, and  prices were changed 
to something other than the existing sell price, then receiving will have warned you of the price 
change, and ask if you would like that change mentioned on a Price Change report. When 
enabled, this option will print a list of those items with price changes for easy reference, and 
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: This option will print a Bookmanager generated invoice. This option is 
usually only needed for consignment shipments where the supplier may not have provided 

: Refers to how labels and Invoice items will be grouped and sorted for printing.

: The bottom half of the Process Receiving Session screen lists a 
preview of what items and invoices are in queue for printing. This list is in carton/invoice order, 
with newer invoices at the bottom. If a previous session was not processed and therefore not 
cleared, those items may still be at the top of the list. You can manually select a start point to 
print labels/documents for by using this option. Pressing  will allow you to highlight a point to 
start from, and press R. Anything including and below this point will now be processed. 
If you want to undo this start point, simply select  again to reload the full list.

: This will print a single test label. This can be used to make sure your label printer 
is working properly and aligned before sending a large job.

: You can select previous receiving sessions (those that have 

sessions broken down by Station and date/time.

: Use this to set the defaults for the options that you most commonly 
select.

Once you have selected your options and checked to make sure your label printer/invoice printer is 
ready, press d here to process the session/batch and return to .

After a receiving session has been processed, the session/batch is reset. When you exit Receiving 
without doing any receiving or maintenance, this screen will be empty except for an option to access 
previous sessions.
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Below is an example showing a list of previous sessions after using ile to access the list:

Most items will be a  of a session. You can see and access sessions from other stations on the 
network. For example, you can use a computer that cannot normally print labels to do some receiv-
ing, then use your computer to access its  session and process and print the labels. You will 
discover that the “other” station using the session must be out of receiving before you can access it 
from another station. You will be locked out of receiving if someone is looking at your session.

 If you don’t want to do the printing right away, press E to get back to the main menu. 
The labels, or special orders etc., will be kept until you are ready to print them out. But, remember 
that any subsequent receiving will be added to the list until it is processed.

Bookmanager has the ability to receive shipments in a foreign currency and automatically calculate 

billed in a foreign currency, and you do not have to manually calculate exchange and converted prices.

 in the General Setup is accurate. Go to A  
etup, select  , and make sure 

is set correctly.

Next, make sure there is an entry for the foreign supplier in . The  displayed 
in the 

 in the 
 in the  is , any supplier with the  code of 

 code will have the 


