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Acronyms 
 

UOM  Unit of Measure 

 

SDP   Service Delivery Point 

SOP  Standard Operating Procedures 

RMS  Regional Medical Stores 
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Introduction 

The steps below explain the processes for receiving commodities at the facility.   

Purpose of the Manual  

This System End-User Aid is intended to provide guidance on how to use the recieving 

functions of the GhiLMIS to facilitate end users effectively use the GhiLMIS to receive   

commodities at the Service Delivery Point (SDP). 

Why should you use this System End-User Aid ? 

This System End-User Aid will provide you with the basic system function requirement to 

enable you to receive commodities at your site. 

Overview of system generated and manual receipt 

A system generated receipt is a receipt that is executed when a vendor ships commodity to the 

facility through the system. 

A manual receipt is a receipt that is executed when the commodities are not shipped through 

the system 

Whom to perform this Activity 

Warehouse Manager 

How to perform this Activity 

Log in to the url: www.rtvn9702.onenetwork.com 

Type in your username and password to log in 

http://www.rtvn9702.onenetwork.com/
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Commodity Receipt based on shipment received from the RMS 

➢ Log in as a warehouse manager at your facility 

 
 

➢ Navigate to the warehouse management tab 

➢ Select Receipts 
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➢ In the receipts window, Click on Filter edit in the right window to look for the 

delivered shipment 

 

 

➢ Delete the default Receipt Date and populate the delivery date (usually a wide range 

date) and not the receipt date 

➢ Click on Add filter and select the order number from the list to narrow  the search, 

click on search once you enter the order number 
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➢ An empty line opens on the receipt page, scroll to the right to confirm your order 

number.  

➢ Tick the box, go to Actions and click Generate Receipts,  

 

 
➢ A receipt screen will open 
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➢ Input the appropriate location where the commodities are to be stored  

To select same location for multiple items, click on update group at the bottom of the screen 

  

 
 

 

 

 

 

 

Tick all boxes for the commodities that are supposed to go to the same location   

➢ Click on start. 
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➢ On the window that populates choose the appropriate location in the location field 

Click on Ok 
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➢ Verify the  actual quantities against the shipped quantities from the RMS, lot/batch and 

expiry dates against the physical commodities received on the invoice or waybill 

When certain of the accuracy of the commodities after comparing the invoice/waybill to the 

system generated receipt, click on “create receipt”  

NB: For any omissions or variations, input the actuals before creating the receipt 

 

➢ A message stating that the receipt has been successfully created appears on the green 

bar. The receipt will be in the Open state  

➢  Note down the receipt number 
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➢ NB: The newly created receipt will have to be inspected by a different user by 

reviewing and validating the receipt 

 

Receipt verification process 

Whom to perform this Activity – Warehouse Manager/Auditor /Stores Verifier 

➢ With the receipt number from the warehouse manager (recipient/creator of receipt) 

➢ Log in as a warehouse manager at your facility 

 

 
 

➢ Navigate to the warehouse management tab 

➢ Select receipts 
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➢ When the window opens, the receipt number will be in the opened window 
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➢ But if not found, Filter edit to search for the receipt number using the receipt date 

➢ Add filter to include the receipt number 

➢ A list of open receipts that fall within the receipt date range will appear 

 

 
➢ Open the receipt that needs to be verified by clicking the receipt number.  

 

 
➢ A receipt screen opens with the receipt details in the open state,  verify if the actual 

quantities, batch and expiry dates are correct, then click on Inspect,  
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➢ After inspection the state changes to in QA, click on Acknowledge 

 
 

➢ The state changes to Accepted, click onUpdate and close to finish the receipt 
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➢ The state changes to Closed 

 

 
➢ The receipt process ends when the receipt is closed 
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Receiving items from Private Suppliers 

Whom to perform this activity – Warehouse Manager 

➢ Log in as a warehouse manager at your facility 

 
➢ Navigate to the warehouse management tab 

➢ Select Receipts 
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In the receipt window,  click on  Create receipt at the bottom right of the screen  

 

 

• In the create receipt screen, input the Location where you wish to put the items – eg. 

D12 

• Be sure to add lines totaling the number of items you are to receive 

To select same location for multiple items, click on update group at the bottom of the screen 
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Tick all boxes for the commodities that are supposed to go to the same location   

Click on start. 

 
On the window that populates choose the appropriate location in the location field 

Click on Ok 
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Use the Update Group dialogue box to populate the  fields listed below and click OK once 

you are done  

 

• Actual Quantity UOM – Each  

• Off network shipment number – eg. 100010 (Invoice/Waybill No.) 

• Off Network Ref No: - eg Donation received from Hon. MP 
• Program – eg Essential Medicine 

• Status – eg Available 

• Vendor – eg. Ernest Chemists  

 
Once you click OK, each line will be populated with the details above, now for each line, be 

sure to populate the Item, Quantity, Lot/Batch No. and its Expiry Date 

NB: If the lot does not exist in the system from the list of lots, type at the lot no. column and 

input the expiry dates 

NB: The Off Network Shipment No. can be the invoice or receipt number 

Click on Create Receipt once all the fields have been populated 
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Note down the receipt number,  

The receipt will be in the open state 

NB: The newly created receipt will be inspected by a different user to review and validate the 

receipt 

 
 

To receive the same commodities with different quantities, batch/lot and expiry, select split 

line on the default line 

➢ Populate all the mandatory fields as shown below 
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➢  Click on the split line icon 
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➢ A duplicate line appears showing all the information on the first line 

 

 

➢ Input the quantity, batch/lot and expiry date  
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The batch receiving function allows the user to receive items of a batch in the system. 

The user first needs to populate the default line by capturing the item, actual quantity, lot, 

expiry date etc. as shown in the picture below. 

After populating the default line, the batch receiving function can be used to populate the same 

or different items.  

For the same item the user can use the function to add a line which shows the same 

information as on the default line to populate the actual quantity and batch number. For the 

different item, the user will use this function to populate the item and its attributes (ie program, 

expiry date, status etc.) 

To receive commodities using batch receiving function  

Select batch receiving at the bottom of the receipt 

 

 

 

A dialogue box will populate with information’s in the first line eg. Location, item, vendor, 

program, expiry, status etc. 
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When receiving commodities in a different location. Edit the location  

 

 

When receiving a different commodity. Edit the commodity 
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When receiving from a different vendor, edit the vendor 

 

 

When the commodity has a different expiry date, edit it 
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After editing all the information click on add lines 
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Receipt verification process 
 

Whom to perform this Activity – Warehouse Manager/Auditor /Stores Verifier 

With the receipt number from the warehouse manager (recipient/creator of receipt) 

➢ Log in as a warehouse manager at your facility 

 
➢ Navigate to the warehouse management tab 

➢ Select receipts 

 
When the window opens, the receipt number will be in the opened window 
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➢ If you do not find the Receipt number Filter edit to search for the receipt number using 

the receipt date 

➢ Add filter to include the receipt number 

➢ A list of open receipts that fall within the receipt date range will appear 
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➢ Open the receipt that needs to be verified by clicking the receipt number.  

 
 

➢ A receipt screen opens with the receipt details in the open state and verify if the actual 

quantities, batch and expiry dates are correct, then click on Inspect,  
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➢ After inspection the state changes to in QA, then Acknowledge 

 
➢ The state changes to Accepted, then Update and close the receipt 

 
 

➢ The state changes to Closed 
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System Roles and Responsibilities 
 

Below is a list of key personnel and their key responsibilities. 

Org Personnel Roles and Responsibilities 

S
D

P
  

Warehouse 

manager 

(personnel) 

• Generate receipt  

• Create the receipt  

• The receipt will be in the open state 

• Note down the receipt number 

• Give it to the stores verifier  

S
D

P
 

Warehouse 

manager 

(Stores 

verifier) 

 

• Inspects the receipt 

•  Acknowledges receipt 

• Updates and closes the receipt 

 

 

 

 

 



 
 
 

31 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


