
If you want to view and print your Service entry sheets: 

Acquisition Home, Click on Receiving, and then List Service Entry Sheets. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

In the boxes type your PO number or numbers if you have a range of them. In this case, I only have one 
PO that I want to view, so I put the same number in both boxes. This is for a Fed Ex Order.  

 

 



Scroll down and in the blocking and acceptance indicators check your criteria. I have been checking “All” 
for both of them to capture everything. 

 



Go back up and click “Execute”. 

 



  Your page should look something like this: 

 



I did some “playing around” with this to find the best way to print the sheet by going to “local file” at the 
top menu. 

 



 

This allows you to save your SES in a variety of formats, and then print. The easiest way, I found to print 
is to go to “File” “Print” 

  

 


