Quick Guide

Creating Receipts

From the Financials menu, click tRarchasing link.

[ Purchasing

Click theReceipts link.

Click theAdd/Update Receipts link.

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

Click theAdd button to open th8elect Purchase Order page.
Add

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

Use theDays +/- Today field to enter a value to further restrict or emgahe number of
purchase order schedules that appear withirstidre Date andEnd Date fields. This
value is added or subtracted from the current watalculate the start date and end dat
values. You may also enter the start date and ated @he system will select all schedu
whose due date falls on or between the two dates.

es

Place a checkmark in tietrieve Open PO Schedules box to retrieve only purchase ord
schedules that haven't been fully received. If gounot select this check box, purchase
orders that have been fully received appear irs¢taech, as well as purchase order
schedules that haven't been fully received.

| ] Retrieve Open PO Schedules|

In theReceipt Qty Options section of the page, select tA® Remaining Qty radio button
to have the receipt display the numeric differelpe®veen the quantity ordered and the
current quantity received. Selecting this optioplaees the received quantity with the
gquantity that has not yet been received.

Note:
- TheNo Order Qty option signifies that the receiver must enterabeial quantity

received. This selection requires a live counhefitems prior to receipt in the system. If

selected, the copy function does not transfer ogdantities to the receipt. You will need
to manually enter all receipt quantities.

- TheOrdered Qty option automatically makes the received quantigygurchase order
quantity. This selection changes the purchase ayd@ntity regardless of any prior recei
guantity.

| (& PO Remaining Qty{

pt

Click theSearch button to display purchase order lines and schedbk match the
entered criteria.
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10. Place a checkmark in ti8el box adjacent to a purchase order line to selettittea You
can select one or more lines, or checkSdect All box to mark all lines.

11. Click theOK button to open th®laintain Receipt - Receiving page.

12. Use theMaintain Receipt - Receiving page to create receipts for purchase order line
items.

On theMaintain Receipts - Activities page, use thReceipt Qty andRecv UOM fields to

enter the quantity delivered (if it differs frometiquantity on the PO) and the UOM in

which it was received.

TheAccept Qty field displays the quantity of items accepted.

Note: At this step in the process, unless additionitieare desired by the Department

you canSave the Receipt.

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

Click theHeader Details link to access thMaintain Receipts- Header Details page.
13. Use this page to view and enter receipt heademation.

Click theOK button to return to th®aintain Receipt - Receiving page.

14. Click theAdd Comments link to access thMaintain Receipts - Receipt Header
Comments page.

15. Use this page to add header level comments tiidienassociated with this receiver ID.
Once comments are added, the link will be displaasdit Comments. Click the link to
add additional header level comments or to revieistiag ones.

Click theOK button to open th&laintain Receipt - Receiving page.
| ox |
16. Click theActivities link to open thévlaintain Receipts - Activities page.
17. Use this page to add or review activities assediaith the receipt header.
Click the OK button to return to thBlaintain Receipt - Activities page.
18. Click theDetailsicon on a line to open theeceipt Line Details page for that line.
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19. Use this page to view details about the rec@ipis page formats the information you se€
here and on the subsequent tabs in a single layg foamat.
Click theReturn button to return to th®aintain Receipts - Activities page.
20. On theM aintain Receipts - Activities page, click théptional Input tab.
21. Use this tab to enter or view information suchhesfollowing:
* Invoice ID.
« Packing slip ID.
» Country of origin.
» Whether the shipment is a replacement for a peturn.
Click theSave button if you enter information on this page.
For this example, click thReceipt Lines tab.
[ Receipt Lines 1]
22. On theMaintain Receipts - Activities page, click th&ave button.
23. Notice that the system generatdReaeipt | D for the receipt you created.
Notice theReceipt Status has been updated. Possible status values are:
* Received (fully received)
» Canceled (canceled)
24, End of Procedure.
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