Receiving in Purchasing Job Aid

Overview

This Job Aid entails procedures for receiving in the Purchasing module.

Background Information

To access receiving in the Purchasing module, you must have a Power Receiver role. If you do not have a Power Receiver role,
you must receive your Requisitions in e-Procurement. For more instructions on receiving in e-Procurement, please see the
"Receive Order” Job Aid.

Purpose
Power Receivers have abilities o receive in the Purchasing module o quickly receive items for their own Requisitions and

others' Requisitions. The Purchasing module also enables Power Receivers to view more information than what is available from
e-Procurement. The Purchasing module also gives users ability to cancel any unwanted receipts.
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Menu (=]

Na V{qa tion Search: A

Purchasing> Receipts> Add/Update Receipts b My Favorites Receiving
[ Emplovee Sel-Semvice
[ Manager Sel:-Service ,n'( Eind an Existing Yalue ‘;r’ Add a Hew Value
[ Supplier Contracts

Step 1 I Customers . -

P I Custarner Contracts Business Unit:  F5uU01 (@

b lterms Receipt Number: | NEXT

Click: Add [ Wendors
= Purchasing PO Receipt

[ Reguisitions
[+ Reguest for Quotes
[+ Procurement Caontracts Add
[ Purchase Orders
=~ Receipts

[ Review Receipt

Information
[ Reports

Find an Existing Yalue | Add a Mew Value

— AddUpdate Receipts
— Load Receipts
- Process Receipts

— Inspect Receipts

Select Purchase Order

Step 2 PO Unit: FSUD1 @ Days +/- Today: 30

ID: | Start Date: 101022006 |5
Input: Line/Sched Num: ; End Date: 12/01/2006 |4
D Release: Yendor Narme: 2 vendor Lookup
(PO ID) tern ID: Q Yendor tem ID: Q

Ship To: Q Manufacturer ID:
Click: Search Ship Via: Q Manufacturer’s ftem ID:

Retrieve Open PO Schedules
) No Order Oty O Ordered Oty (® PO Remaining Gty
O | Cancel | Refresh |
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Step 3

Select checkbox for line to be
received, or (if receiving all lines)
click Select All link.

Click: OK

Select Purchase Order

PO Unit; Fsuot |

ID: 210921

Line/Sched Num: i

Release:

ftem ID:

Ship To: Q
Ship Via: Q
Retrieve Open PO Schedules

Search |

Retrieved Rows

Days +i- Today:
Start Date:

End Date:
Vendor Name:
Vendor lem ID:

Manufacturer 1D:

Manufacturer's tern ID:

(' No Order Qty

5
E
Q Wendor Lookun
Q
) Ordered Qty (®) PO Remaining Oty

Selected Rows % Shipping Relsted | More Details

Sel POUnit POID Line Sched Release Due Date
D FSUO1 0000210821 1 1

[ Fsuot 0000210921 2 1

[ Fsu0t 0000210821 3 1

[ Fsuot 0000210821 4 1

o

Select All Clear All

I Gl I Cancel | Refresh

2.0000
2.0000
2.0000
1.0000

Description

G500 lurmen LCD projector (Eiki

15%20 rear projection screen

Specialty lenses

Labaor: delivery, setup and st

@ Job Aid: Receiving in Purchasing 3

Modified on 11/9/2006




Maintain Receipts
Receiving
S-rep 4 Business Unit: FSLI01 Receipt Status: Qipen x
Receipt ID: MEXT Add Comments Activities
Adjust Receipt Qty as Headsr Details
[=
needed.
Select Purchase Order
Receipt Lines Cus First E 14 cf 4 |I| L
Receipt Lines N More Details " Links and Status ftem ! Mfg Dats Cptional Input i Source Information
Click: Save . e - . Receipt *Recv Accept . Device Stock Device
Line ltem Description Description Price oty Uom QL‘EStatus Serial Track  LUOM Track
B500 lumen B500 lumen LCD .
1 B LCD projector  projector (Eiki % 45000000 (20000 | B2 [Ea |@  zooooopen [0 O EA |Q % )4
= rack
(Eiki )
7 R 15}{20;8& 1520 rear 35000000 (20000 | @ [Ea |@  zooo00 O O Ea |Q DRMte 9
= g%f&ﬂ projection screen : . ' el Track
3 B I%%‘zw Specialty lenses 12500000 20000 | B [Ea @ zooooopen [ [ EA |Q % %
=l Lahor delivery, Labor, delivery, Denvice
1 B sepamist  selup andsyike 45000000 [1.0000 B [Ea @  1o0000pen [0 [ EA |Q T2 ¥
[linterface Receipt Frint Delivery Report Interface Asset Information
IIE']Save I [=] matify | 1) Refresh EsAdd
Note: If receiving a Blanket Order, receive the dollar
amount to be invoiced.
. More Information
How to Code a Help Ticket

More information can be found on the Purchasing Website:

I Area: P i
ssue Area: Purchasing http://www.purchasing.fsu.edu/listof jobaids.html

Issue Type: Receiving
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