
Red Dragon Depot 
Receiving Guide 



Receiving Instructions: 

All orders must be received regardless of order type. This is 
your approval for Accounts Payable to pay the invoice.

To receive items find your order on the Receive Tab. 

*Expand order using the triangle next to order number.

Enter “QTY Received” or “Dollars Received”. Choose “Update”.  
"QTY" is used for items, "Dollars" is used for individual billings on standing orders.  

You can receive less than the ordered quantity. You will be able to receive again on the same 
line. You can also receive a negative number in the case of returns where you have already 
received the items.  
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Once you have received all items and the order is complete, “Close” the order. 

Select “Yes”. 

The order is now closed but can still be viewed under All Closed on the selection drop down. 
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