
Proshop Teetimes - How to Receive Inventory 
 
 
Note: This will update the COST of the item, and will affect the profit margin for future sales. 
 
If you are only receiving 1 or 2 items: 
 
Click on the Administration Menu 
 
Click on Items, and select the item you want to receive.  If you are receiving a new item, you must 
first add the item to the system.  See instructions on how to add an item. 

 
 
 
Click on the RECEIVE button.  

Updated 3/10/2017 



 
 
Enter the receipt quantity, total cost (including shipping and other charges).  Enter any notes you 
want to enter.  You can change the receipt date. 
 
Click OK to complete the receipt. 
 
In this example, the new cost per unit will be $7.26 and the new on-hand will be 22.  This is 
calculated by multiplying the existing inventory by the old cost, then adding the total cost of the 
received items, then dividing by the new on-hand quantity. 
 
2 * $6.25 + $147.25 = $159.75 
 
$159.75 / 22 = $7.26 
 
 
If you are receiving multiple items: 
 
1. Click on ADMIN MENU. 
2. Click on Quick Receipts. 
3. Click on Add Quick Receipt. 
4. Click ADD ITEM, and select the item you are receiving from the item list. 
5. Enter the Receipt Qty and Unit Cost. 
6. Repeat steps 4 and 5 for each item received. 
7. Enter total shipping.  The shipping cost will be distributed among each item. 
8. Click Receive to complete the process and get a Receipt Report 
9. Click Close, then click Close again to return to the teehseet. 
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