INSTRUCTIONS FOR ENTERING RECEIPTS INTO APEC

1. Access APECTS through this website: hhtps://apecs.scsk12.org.biz/

2. Enter your user ID and password which is the same as your active directory log in (the
same username and password used to log into your computer). Check the “Remember
Me” and you not have to re-enter your user name the next time you log in.

User [t
Password:

Institution: Shelby County Schools  +

[ remember Me (requires cookies)

Click the menu>Finance>PO>PO receiving

Enter the PO number. Search.

Click on the PO green actions icon in the first box.

Go to Post Receiving Detail

Receipt each item that you have received under “Qty Recv”
Save
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