
Receiving Quick Start 

• Open a new receipt in Basil.  
• In the Vendor field, enter the publisher’s name.  
• In the Supplier Invoice Number field, enter the invoice number from the packing slip.  
• In the Invoiced field, enter the shipment date from the packing slip.  
• Scan a book.  

o In the book details screen, enter the quantity of that title to be received, and make sure 
that the Retail Price and the Store Price match. Hit ESC to return to the receiving 
screen.  

• Continue scanning until all books in the shipment have been received. 
• Make sure that the overall Retail Price and Store Price match, and that the Cost field on the 

Basil receipt more or less matches the net amount due from the packing slip.  
• Stamp the packing slip and write your initials, the date, and the receipt number.  

General Receiving 
  

• Creating a New Receipt 
To enter the receiving screen, click the Receipts icon. NOTE: Be sure not to use the 
Receipts-In-Progress icon. 

  

To create a new receipt, click New Receipt.  

  

This will open the receipt details screen.  
Enter the vendor’s name (e.g. Penguin Random House, Simon and Schuster) in the Vendor 
field. This should auto-fill after a few characters.  
In the Supplier Invoice Number field, enter the invoice number from the packing slip, followed 
by your initials.  
Enter the date that the shipment was sent in the Invoiced field.  



  

Once all the necessary fields have been filled in, move your cursor to the ID field, and begin 
scanning the books. After you scan, a new detail screen will appear. On this screen, you can 
confirm and adjust the price points of the book you’ve just scanned, as well as adjust the 
quantity of this title that you would like to receive.  

  

• Confirming Price Points 
The book detail screen displays two price fields: the Retail Price and the Store Price. It’s 
important that these amounts match. If they are mismatched, and you are not sure which price 
is the correct one, check the price on the invoice, or on the back of the book itself. This price is 
the one that should be used in both fields. 

  



• Large Quantities of the Same Title 
In order to receive more than one copy of the same title, simply enter the quantity you would 
like to receive into the Quantity field of the book detail screen. Make sure that this quantity 
matches the Qty line of the Purchase Order box.  

  

Once you have confirmed that the price points match, and that you are receiving the correct 
number of books, you can exit the detail screen by pressing Enter or clicking Done. The book 
you just scanned will appear in your receiving grid. You can now continue scanning the rest of 
the books in the shipment. 

• Adjusting Discounts 
Sometimes, the default discount amount on the Basil receipt and the discount amount on the 
packing slip will not match. This can occur for an entire receipt, or on a book-by-book basis. 
When this happens, select the book or books that need adjusting, and click the Cost 
Calculation icon in the Actions section of the receipt screen.  

  

Select Percent from the drop-down menu, and enter the discount amount from the packing slip 
in the Value field. 


