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How to create a Purchase Order and received 
with Mobile Inventory  

 

 
The purpose of this document is to give a quick overview of how to create a Purchase Order and 
receive it using the Inventory app, mainly based on screenshots. The screenshots are taken from LS 
Retail NAV 11.00.01. 

 

1. Create Inventory Masks and Worksheets in NAV 
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2. Under InStore Management you will be able to see the Worksheets that derive from the 
Inventory Mask created. 

 

3. Go to the App in your device and find Stock Management in the Main Menu. 
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4. Click on the Requisition Worksheets where you will see the same worksheets created on the 
Back Office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Open one of the Worksheets and scan an item or key in the barcode number. 
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6. Once the item is scanned, the system finds the item and then asks the user to insert the Qty to 
purchase. A line is created and all you need is to press Send. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. This worksheet journal will be sent to the Back Office. One final step, before the PO is created, 
go to the Back Office and open the Worksheets –Purchasing again. You will see now that you 
have 1 entry. If you open the worksheet by pressing the button “Edit Worksheets”, you will 
find the request from the store, created with the Inventory app. 
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8. Once the entry is reviewed, click „Accept“ upon which the flag for the „Accepted“ field is 
enabled. And then „Post“ it.  Once it‘s posted, a Retail Purchase Order is created. You can see 
it by navigating to the Retail Purchase Order section in the Back Office. Fill up the „Vendor 
Invoice No.“ since it is mandatory. 
 

 
9. Since, the goal is to receive the Purchase Order with the Inventory app in the Store, you will 

need to create a Retail Receiving Worksheet first. Navigate to Retail Receiving and press „ 
New“. 
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10. Once „Confirm“ is pressed the Picking/Receiving Lines tab will be updated. Close the window 
(without Confirm it or Post it). Go to the app, and navigate to the Receiving Menu and press 
Receive PO and open „Receive PO all - list“ 
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11. It‘s the same Number in the Back Office and in the Inventory app. On the App, open the 
Receiving Order and if the items had been delivered in the store you update the Qty. and then, 
click on „Send“ to release the Receiving Order from the local data store to LS NAV. 
 

 

 

12. In the Back Office, open the Retail receiving Order again, fill up the „Counted Date“ field and 
press „Confirm“ and „Post“. 
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