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Receiving Inspection Feature

You may find the receiving inspection

Feature in the Quality Module. To begin 

using this feature, click on the “Quality 

Module” button then on the “Receiving 

Inspection Records” button.

To create a new record click on the 

“Create New” button on the document list 

form. Refer to the “Record Navigation 

Tutorial”.
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Before beginning to develop your receiving 

inspection instructions, ISP Software, Inc. 

suggests that you create a rating system 

for receiving inspection. You may chose 

your own rating scales and definitions.

Some examples would be to have a rating 

for certified suppliers that you will not 

perform receiving inspection of their 

products, a rating for skip lot, and a rating 

for receiving inspection to be performed on 

each shipment. These may be changed as 

needed based upon your supplier 

performance.

To document your inspection levels, click 

on the “Edit Inspection Level” button to 

bring up the pop up form to document your 

inspection levels.
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The main form for receiving inspection 

allows users to enter the basic information 

related to the inspection in the top portion. 

In the bottom portion users may enter the 

characteristics that need to be checked 

during the receiving inspection process. 

You may designate if the characteristic to 

be checked is to be done so using variable 

or attribute data. For variable data you 

may designate the specifications as well 

as gauge to be used for each 

characteristic. In the upper portion of the 

form you may designate the overall 

inspection plan and in the bottom half of 

the form you may designate an inspection 

plan or level for each characteristic. Visual 

aids may be attached or linked in for each 

characteristic as well.

Note: To protect this form from being 

changed the security level for this form is 

designated as only allowing Administrators 

or Quality departments to have change 

rights. You may assign an individual with 

rights only to create receiving inspection 

records. When you click on the button 

labeled “Create Receiving Inspection 

Record” a new inspection will be created 

from this information however this main 

record will not be able to be changed if 

change rights have not been assigned.
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When a user clicks on the “Create 

Receiving Inspection Record” button a 

pop up form will be displayed to enter 

the information for the specific receiving 

inspection event.

Fill in the information in the top part of 

the form for this event then click on the 

“Create Receiving Inspection Record” 

button at the bottom of the form. The 

last record number used will be 

displayed. Once you have clicked on 

the button you will be asked to provide 

a unique receiving inspection number 

for this receiving inspection event.  
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After a unique receiving inspection record 

number has been provided, click on the 

“OK” button to create your new receiving 

inspection record. All of the information 

from your main receiving inspection form 

will be copied to the new receiving 

inspection record.
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On the new receiving inspection form that is 

created the user may record the results of 

the receiving inspection event.

All of the greyed out fields were copied from 

your main receiving inspection instruction. 

Users may now document the results of the 

receiving inspection event. They may also 

designate if each characteristic met the 

standards and also if the shipment is to be 

accepted.

If some material did not meet the standards, 

however you wish to accept the shipment 

on a deviation you may show that the 

material did not meet the characteristic 

requirements although you are accepting 

the shipment. 

If a DMN is to be issued you may note this 

in the top half of the form as well as 

entering the DMN number that was issued.
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To the right is an example of a completed 

receiving inspection record.
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To the right is an example of the receiving 

inspection report that may be generated.
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If you need to edit a receiving inspection 

record after it is completed you may click on 

the “Edit Receiving Inspection Records” 

button and then enter the receiving 

inspection record that you wish to edit.
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Several receiving inspection report options 

are available by clicking the “Report 

Options” button on your main receiving 

inspection instruction form.
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