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Creating Receipts

Concept

When shipments arrive from vendors, the items hetlin the shipment go through a receiving
process. The receiving process involves recordirdgtems delivered and comparing the
shipment to what was originally ordered either tigio a purchase order or some other means.

MaineStreet Purchasing allows you to create ongipethat includes delivery of multiple
purchase order items or many receipts that eadtde@ partial delivery of items from one
purchase order. You can also create receipts fivedies for which you have no purchase order.
The University of Maine creates receiptsfor purchase order-related deliveriesonly.
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Navigation

Home | Worklist | MultiChannel Console | _Add to Favorites | Sian out
Personalize Content | Lavout Help
Menu -]
Search:

[ My Favorites

[- University of Maine System
- Employee Self-Service
- Manager Self-Service
[ Supplier Contracts

[+ Customers

[- Products

[ Promotions

[ Customer Contracts

[> Order Management

[» Pricing Configuration

[ Customer Returns

[ ltems

[» Cost Accounting

[» Vendars

[ Purchasing

1> Inventory

[ eProcurement

[- Services Procurement
[ Sourcing

> Engineering

> Manufacturing Definitions
[ Production Control

- Configuration Modeler
> Product Configurations
[ Quality

- Demand Planning

[> Inventary Policy Planning
[ Supply Planning

[ Grants

- Program Management
[ Project Costing

> Proposal Management
[ Maintenance Management
> Resource Management
[- Lease Administration

[~ Staffing

[ Travel and Expenses

[ Travel Administration

[ Billing

[» Accounts Receivable

I Accounts Payable

Step Action

1. From the Financials menu, click tRar chasing link.

[> Purchasing|

2. Click theReceipts link.

3. Click theAdd/Update Receipts link.
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Procedure

# MiaineStreet

ome | \Worklist | MulliChannel Console | _Add to Favorites
(=

Mew Window | Help |
Receiving

Find an Existing Valus | Add a New Value ',
Business Unit:  |UMS08|Cy

PO Receipt
Add

Find an Existing Value | Add a New Value

Step Action

On theReceiving Add a New Value page, verify that thBO Receipt box is
checked.

Click the Add button to open th8elect Purchase Order page.
Add
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Home | Worklist | MultiChannel Console | Add io Favorites | Sign out

New Window | Help | Customize Page | 15,

Select Purchase Order

PO Unit; [umsog|a, Days +/- Today:
[ Order: l:l ] Start Date: E‘J
Line/Sched Num: L End Date: |per17r2008 |
Release: l:l Vendor Name: Q. vendor Logkup
Item ID: \ /2 vendor item ID: [ a
Ship To: |:|Q Manufacturer ID: [ &
Ship Via: l:lQ Manufacturer's item ID: | |O‘
[ Retrieve Open PO Schedules
ﬂl ) No Order Qty  Ordered Qty (& PO Remaining Qty
oK | Cancel ‘ Refresh

Step Action

5. Use theSelect Purchase Order page to search for and retrieve purchase orde
schedules against which to create receipts.

The search functionality of this page enables yoperform a broad or narrow

search based on a variety of search criteria. Yaouuse one or all of the availab
fields. After the search retrieves a list of itely@l can identify the selections an
have the system place them on the transaction dexum

In the Search Criteria section of the page, your Business Unit shouldrdnte
default in thePO Unit field.

In this example, we will enter the Purchase Ordier theOrder field as part of
our search criteria.
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Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page | i

Select Purchase Order

PO Unit: [umsos]e, Days +- Today:

order: Start Date: [osr18r2008 |

Line/Sched Hum: [ 1] End Date: [o&r7r2008 |[:)

Release: I:l Vendor Name: | ‘Q Vendor Lookup

Item ID: [ |2 vendor item n: -

Ship To: l:IQ Manufacturer ID: | |Q
Ship Via: I:lQ Manufacturer's item ID: | |Q
[ Retrieve Open PO Schedules
ﬂl ) No Order Qty C Ordered Qty & PO Remaining Qty

oK | cancel | Remesn

Step Action

6. Use theDays +/- Today field to enter a value to further restrict or esgahe

number of purchase order schedules that appeanwiitaStart Date andEnd
Date fields. This value is added or subtracted fromdineent date to calculate the
start date and end date values. You may also #reestart date and end date. The
system will select all schedules whose due date dal or between the two dates.

In this example, we will not use these fields. Delbe value in thBays +/-
Today field.

7. Delete the date entered in tBart Date field.

Delete the date entered in thed Date field.
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PO Unit:

Order:
Line/Sched Num:
Release:

Item ID:

Ship To:

Ship Via:

Select Purchase Order

Home | Worklist | MultiChannel Console | _Add io Favorites | _Sign out

New Window | Help | Custamize Page | 15

Q Days +i- Today: l:l

Start Date: I

L 1.0 End Date: L=

l:l Vendor Name: A vendor Laakup

[ | vendor ttem Ip: [ e

[ a Manufacturer ID: \ 1
Q Manufacturer's Item ID: ‘ |Q

[ [ Retrieve Open PO Schedules ]

Search

OK | Cancel ‘ Relresh|

O No Order Qty O Ordered Qty & PO Remaining Qty

Step

Action

Place a checkmark in tiiretrieve Open PO Schedules box to retrieve only

purchase order schedules that haven't been fudgiwed. If you do not select thig
check box, purchase orders that have been fulived appear in the search, as

well as purchase order schedules that haven'tfoégmeceived.
| ] Retrieve Open PO Schedules|

D

D

10.

In theReceipt Qty Options section of the page, select tA® Remaining Qty

radio button to have the receipt display the nuongifference between the
guantity ordered and the current quantity receiBsdecting this option replaces
the received quantity with the quantity that hasymt been received.

Note:

- TheNo Order Qty option signifies that the receiver must enterabeial
quantity received. This selection requires a ligard of the items prior to receipt
in the system. If selected, the copy function dugstransfer order quantities to
the receipt. You will need to manually enter atlet quantities.

- TheOrdered Qty option automatically makes the received quantigygurchase
order quantity. This selection changes the purcbesder quantity regardless of
any prior receipt quantity.

| (& PO Remaining ::rty{
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the entered criteria.

Home | Worklist | MukiChannel Console | Add to Favorites | _Sign out
ER
New Window | Help | Customize Page | B
Select Purchase Order
PO Unit: Q Days +- Today: |:|
Order: Start Date: [ s
Line/Sched Num: L1+ End Date: [ s
Release: l:l Vendor Name: & yvendor Lookup
Item ID: [ |2 vendor item 1D: I -
Ship To: |:|Q Manufacturer ID: | ‘Q
Ship Via: l:lQ Manufacturer's Item ID: | |Q
Retrieve Open PO Schedules
) No Order Qty O Ordered Qty @ PO Remaining Qty
OK | Cancel | Refresh
Step Action
11. Click theSearch button to display purchase order lines and schedhkg match
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Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 1,

Select Purchase Order

PO Unit: [umsos|e, Days +- Today: ]

Order: Start Date: [ =

Line/Sched Num: L1+ End Date: [ a

Release: l:l Vendor Name: Q Vendor Lookup

Item 1D: | |Q Vendor Item ID: I:lq

Ship To: |:|Q Manufacturer ID: [ S8
Ship Via: l:IQ Manufacturer's Item ID: | ‘Q

Retrieve Open PO Schedules

ﬂl ) No Order Qty O Ordered Qty () PO Remaining Qty

Retrieved Rows Customize | Find | View All | ] First 4] 1.3 or3 (] Last
Selected Rows | Shipping Related | More Details

sel  POUnt POID Line Sched Release DueDate  POQty R%t ftem Description
umMs0s 8000000963 1 1 07M15/2008 10.0000 LIME 1
umsos 8000000963 1 2 07M15/2008 10.0000 LIME 1
umMsos 8000000963 2 1 07/M15/2008 10.0000 LIME 2
selectall D Clearan
ok | cancer | memesn
Step Action
12. After you click theSearch button, theRetrieved Rows section appears on the
page. All the purchase order lines and schedulsthtch the search criteria

appear.

Place a checkmark in tt&l box adjacent to a purchase order line to selett tha
line. You can select one or more lines, or cheelSdtect All box to mark all
lines.
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Worklist | MuliChannel Console | Add to Favorites | _Sign out
(=13
Mew Window | Help | Customize Page | ,

Select Purchase Order

PO Unit; umMs0s|Q Days +/- Today: l:|

Order. Start Date: [ =

Line/Sched Num: C 1.0 End Date: [

Release: l:l Vendor Name: Q Wendor Lookup

tem 1D: [ IO vendor ltem ID: L A

Ship To: [ & Manufacturer ID: \ e
Ship Via: I:lQ Manufacturer's Item ID: ‘ |Q‘

Retrieve Open PO Schedules

Search I .

O No Order Qty O Ordered Qty & PO Remaining Qty

Retrieved Rows

Selected Rows Shipping Related N More Details.

. . Prior -

Sel POUNt POID Line Sched Release DueDate  POQW oo item Descriptiol

UMS08  80000009E3 1 1 071512008 10.0000 LINE 1

UMS08 8000000983 1 2 0711512008 10.0000 LINE 1

UMS08  B80000009E3 2 1 071512008 10.0000 LINE 2
selectal [0 Clearal

ok | cancel |  Refresn

Step Action

13. Click theOK button to open th#aintain Receipt - Receiving page.
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‘# MaineStreet

Home | \Worklist | MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page | 15

Maintain Receipts

Receiving
Business Unit: UMS08 Receipt Status: Open x
Receipt ID: MEXT Add Comments Activities

Header Details
[z

Select Purchase Order

Data
Receipt *Recv Accept

Device Stock Device

Line item Description  Price o on by Status serial pEACE FOEK DEE

1B DESKS 10.00000 B s o 1oooo0cpen [ [0 [Ba @ DBiE oy

2 B CHAIRS 10.00000 B Ea |a co0000men O O [EA @ grz‘ﬂie *®

a3 By LIGHTS 5.00000 B Ea |@ ioooooopen [0 [0 [EA @ E;"c'ie ®

[interface Receipt

B save ‘ [=] Notify | 1y Refresh EsaAdd | | UpdateDisplay

Step Action

14. Use theMaintain Receipt - Receiving page to create receipts for purchase ord
line items.

On theMaintain Receipts - Activities page, use thReceipt Qty andRecv UOM
fields to enter the quantity delivered (if it diffefrom the quantity on the PO) an
the UOM in which it was received.

TheAccept Qty field displays the quantity of items accepted.

Note: At this step in the process, unless additiontditeare desired by the
Department, you caBave the Receipt.

If additional details are desired, continue throtlghremaining steps of this
exercise.

Click theHeader Detailslink to access thaintain Receipts- Header Details
page.

. Header Details |

er

o
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# MaineStrect
Home | Workist | MuttiChannel Console | _Add to Favorites | _Sign out
3
- . - G
Maintain Receipts N
Header Details
Business Unit: UNMS03 *Receipt Date: 071812008 | Receipt Time: | 1:21PM
Receipt ID: MEXT UserID 0099999
Receive Source: On-line Receipt Status: Cpen
Vendor: I:l Name: ADVERTISING SPECIALISTS OF ME
Location “ship To: [s000000019 |
Last Change Date Last User to Modify
=
Carrier ID: l:lq Container ID: I:l
Vehicle ID: I:l Nbr Cartons: l:l
Driver 1D I:l Pallets In: I:l
Bill of Lading: | ‘ Pallets Out: I:l
Pack slip: | . Pontorumoaang: | |%
Shipment Number: | ‘ Ship From Country: Q
Pro Number: | ‘ Ship From Location: l:lq
52
Invoice: | Allow ERS
Invoice Dt Op: Match Status: To Match
FoghtTorms: [ | Match Rule: |sTanDARD. |
[[JHold Receipt Process Manufacturing
I Hold Inventory Process Inventory
[THold Assets Process Assets
OK | Cancel Refresh
¥
Step Action
15. Use this page to view and enter receipt heademration.

Click theOK button to return to th®laintain Receipt - Receiving page.
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# MaineStreet

(EL

Maintain Receipts

Wiorklist | _MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | /B

Receiving

Business Unit: uMsos Receipt Status: Open

Receipt ID: MNEXT Add Comments Activities
Header Details

[z

Select Purchase Order

Receipt Lines 3 More Details " Links and Status | ttem / Mfg Data 3 Optional Input o Source Information

Customize | Find | V

First E 1-3 of 3 E Last

R P~ . Receipt *Recv Accept
Line Item Description Price awy UoM awy Status
1 B DESKS 10.00000 [10.0000 | B [EA | 10.0000 Open
2 B CHAIRS 10.00000 [10.0000 | B2 [EA | 10.0000 Open
3 B LIGHTS 500000 [10.0000 | B2 [EA | 10.0000 Open

[Jinterface Receipt

B SaveI [=] Motify I % Refresh

. Device Stock Device
Serial Trick UOM  Track
Device

o o Q Track x
Device

0D O [EJaggs X

0O Elage

[ Add Update/Display

Main Cankent

Step Action
16. Click theAdd Comments link to access thMaintain Receipts - Receipt
Header Comments page.
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'‘$ MaineStreet

Home | WWorklist | MultiChannel Console | _Add to Favorites | _Sign out
\ i
New Window | Help | Customize Page | o5,

Maintain Receipts

Receipt Header Comments
Business Unit:  UMS03 Receipt Nbr:  NEXT
Receipt Status: Open

Retrieve Active Comments Only Retrieve
*Sort Method: Comment Time Stamp v| *Sort Sequence: Sort

Find | View Al First (1] 1 or1 [ Last

Copy Standard Comments Comment Status:  Active Inactivate
] Shown at Voucher
Attachment Aftach

From -= RCV UMS08-NEXT

OK ‘ Cancel | Refresh

Step Action

17. Use this page to add header level comments tiidienassociated with this
receiver ID. Once comments are added, the linkbeltisplayed a&dit
Comments. Click the link to add additional header level coants or to review
existing ones.

Click theOK button to open th&laintain Receipt - Receiving page.
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Maintain Receipts

Home | ‘Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | B

Receiving

Business Unit:

Receipt ID;

[

Select Purchase Order

Receipt Lines
Receipt Lines

" More Details | Links and Status

UMS03 Receipt Status: Open

NEXT Add Comments Activities

Header Details

st 4] 4.3 063 [H Last

Customize | Find | V
e Opticnal Input A Source Information

(" tem /! Mfg Data

Line item Description  Price Wﬂ“—‘ :I';e,‘j"' %Smtus Serial ?f“acie w ?f""“ie

1 B DESKS 10.00000 W 100000 | By [EA |& 1c00000pen [ [0 [EA R ?:"c‘;e b4

2 B CHARS 1000000 [10.0000 | B [EA @ 1000000pen [0 [0 [EA |2 ?;"C‘Ee b4

B LiGHTS 5.00000 By [Ea |@ 1000000pen [0 [0 [EA R ?:"c‘;e b4

[interface Receipt

=] Save| [=] Notify | Refresh E¥Add | [ UpdateDisplay
Step Action
18. Click theActivities link to open thevlaintain Receipts - Activities page.

Page 14
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Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customnize Page | &,

Maintain Receipts

Activities
Business Unit: UmMsoa Receipt ID: NEXT Receipt Status:  Open

Find | View Al First [ 1 or1 [ Last
Done *Due Date Comments
Sl — ¢ ==
ok | cancel | remesn

Step Action

19. Use this page to add or review activities assediavith the receipt header.

Click theOK button to return to thilaintain Receipt - Activities page.
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# MiaineStreet

Viorklist | _MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | B

Maintain Receipts

Activities
Business Unit: UMS08 Receipt Status: Open b 4
Receipt ID: NEXT Add Comments  Activities
Header Details
5

Select Purchase Order

Receipt Lines Customize | Find | v B First (42063 [F

Receipt Lines ki More Details " Links and Status | ttem / Mfg Data 3 Optional Input i Source Information
: - - Receipt *Recv Accept ., Device Stock Device
Line Item Description Price aty oM aty Status Serial Track UOM Track

1 B DESKS 10.00000 [10.0000 | B2 [EA @ 10.00000pen O O Q?&% b4
> B CHAIRS 10.00000 [10.0000 | B2 [EA @ 100000 0pen [ [J Q?&% b4

3 B LIGHTS 500000 [100000 | B2 [EA @ 1000000pen O O Q?&% b4

[ nterface Receipt
B save | [=] Motify | 1y Refresh B Add | Update/Display

Step Action
20. Click theDetailsicon on a line to open tHeeceipt Line Details page for that
line.
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Mew Window | Help | Customize Page |,

Maintain Receipts

Receipt Line Details for Line 1

Business Unit: Umsos User D 0039954

Receipt ID: MNEXT Item: LIME 1

Receipt Line: 1 Status: Open

Expand All Collapse All

~ Details

Status: Open Price: 10.00000

Receipt Datetime: Amount: 100.00 uso
Ship To: 2000000019 Net Receipt Quantity: 10.0000

Allocation Type: FIFO

+ Receipt Quantity

+ Receipt Siatus

+ Manufacturer Information
+ Optional Data

» Source Information

Return

Step Action

21. Use this page to view details about the rec@ipis page formats the informatior
you see here and on the subsequent tabs in a kingl@age format.

Click theReturn button to return to thBlaintain Receipts - Activities page.
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Maintain Receipts

Home | Worklist [ MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page |

Activities

Business Unit:

Receipt ID:

[

Select Purchase Order

UKS08 Receipt Status: Open X

MEXT Add Comments Activities

Header Details

Receipt Lines

sustomize | Find |

Receipt Lines 3 More Details " Links and Status | ltem / Mfg Data 3 Optional Input Source Information

Line  ltem
1R
2 B
3 B

[ interface Receipt

& save ‘ [=] Notify | ]

- . Receipt *Recv Accept . Device Stock Device
Description Price aty UOM gustalus Serial Track UOM Track

DESKS 10.00000 B A Ja toooooopen O O [ea @ PEE i
CHARS 10.00000 B A Jo tooomoopen [ [0 [ @ DR %
LIGHTS 5.00000 B [eA ja too0open O O [ea o Dei®

Refresh Bk Add Update/Display

Step

Action

22.

On theMaintain Receipts - Activities page, click theéptional I nput tab.
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Home | Worklist [ MultiChannel Console | _Add to Favorites

New Window | Help | Customize Page | 5,

Maintain Receipts

Sign out

Activities
Business Unit: UMs08 Receipt Status: Open X
Receipt ID: MNEXT Add Comments Activities
Header Details
[

Select Purchase Order

First [ 13 of 2 [+ Last

. )
w Al | B

Customize | Find | v

_ — Intrastat
Line ftem Description  UseriD Hold %ﬁe Invoice Number  Packing Slip  Lading ﬁmer ﬁ Replacement iﬁrﬁ'?:uﬁon
1 B DESKS oogages [ | i i i [ ]ecna Je gnore
2 B CHAIRS 0099989 [] | Il Il i [ Ja[ma Jau ignore
1 B LIGHTS 009998 [ | I I | L] Ja ignore
[Dinterface Receipt od
B save | [=] Motify | %) Refresh [E Add B
< »
Step Action
23. Use this tab to enter or view information suchihesfollowing:

* Invoice ID.

« Packing slip ID.

 Country of origin.

» Whether the shipment is a replacement for a peturn.

Click the Save button if you enter information on this page.

For this example, click thReceipt Lines tab.
[Receipt Lines 1]
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Home | Worklist | MultiChannel Conzole | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page |

Maintain Receipts

Activities
Business Unit: UMs08 Receipt Status: COpen X
Receipt ID: MEXT Add Comments Activities
Header Details
b

Select Purchase Order

Receipt Lines
Receipt Lines 3 More Detailz. * Links and Status

C
3 Opticnal Input N Sours

Receipt *Recv Accept . Device Stock Device
UoM qy Status Serial v oo® YoM Track

aty
1 B DESKS 1000000 [10.0000 | B [EA @ 1000000pen O[O Q?f;c'ﬁe *®

2 B CHAIRS 1000000 [100000 | B [EA @ doo0000pen [0 [0 [EA | DI

3 B LIGHTS 500000 (100000 | B2 [EA @ doooo0open O O [ea QD2 i

ize

i tem fg Data ce Infermation

Line ltem Description Price

[Jinterface Receipt

B save | [=] Notify | ) Refresh [ Add Update/Display

Step Action

24, On theMaintain Receipts - Activities page, click th&ave button.
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Home | Worklist

MulttiChannel Console Add to Favorites Sign out
Wi
New Window | Help | Customize Page | %,

Maintain Receipts

Activities
Business Unit: UMS08 [ Receipt Status: Received ] x
[ Receipt 1D: 8000001000 ] Add Comments Activities
Header Details Document Status
[=

Select Purchase Order

Receipt Lines

Customize | Find | View A First E 1-3 of 3 |I| Last
Receipt Lines | More Detaile | Links and Status | kem/ Mfg Data

i Optional Input Source Information

- - - Receipt *Recv Accept . Device Stock Device
Line ltem Description Price uom Qﬂstatus Serial Track  UOM Track

1B DESKS 10.00000 B |Ea |@ 100000 Receved [T [0 [EA |@ % %
2 B CHAIRS 10.00000 B [EA |@  100000Received [] [ [EA |@ DeMce ¢

Track
3 B LIGHTS 500000 [10.0000 3 [EA |Q  10.0000 Received [] [] Q% *®

[Jinterface Receipt

B save | [=] Motify | %) Refresh [k Add | | UpdateDisplay

Step Action

25. Notice that the system generatdeaeipt | D for the receipt you created.
Notice theReceipt Status has been updated. Possible status values are:

» Received (fully received)
» Canceled (canceled)

26. End of Procedure.
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