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Step 1: Access Receiving Information (POUPRC) Screen.

**NOTE: There are three options for accessing the Receiving Information Screen.

Option 1 - Secretary Dashboard

B BusinessPlus | PowerSchool X  + -] - X
(3 C {) & bpbisdus/screens/ui/home/?nocache=1628524255142 Tt W 2 i
2 Apps Reading list
m@ BusinessPlus @ Q (g
=Menu BISD IFAS79
SECRETARY
Personal Dashboa SECRETARY
Jobs Monitor 0 v
PR Approval ce v
BusinessPLUS Ze v
SECRETARY
Admin Forms o v
Select:
WebLinks c 0 v
Finance End-User c e v
Purchasing End-User ce v
Warehouse c 0 v
CDD Reports 2o v
- Select:
BusinessPLUS

&) POUPRC Receiving Information

E] POUPPR Purchase Requests

El POUPRC Receiving Information

& POUPPP PunchOut Web Shopping
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Receiving Information (POUPRC) Screen will populate. (To skip examples of Option 2, 3 and 4 proceed to page 7.)

B BusinessPlus | PowerSchool x [ Receiving Information (POUPRC) X + (-
C (d @& bp.bisd.us/screens/ui/uiscreens/purchasing/pouprc T » A
= Apps Reading list
H.@ BusinessPlus Receiving Information (POUPRC) @ Qa (e
Menu X

Purchase Order
Q Find Purchase Order

PO Number:* | Vendor:

End Use Ship To:

Receiving Information

Date Received:* Cartier Freight Packaging:

Remarks:

Purchase Order Items

No Items Found

Option 2 — Personal Dashboard.

*Note: This is only available if you added the shortcut to YOUR personal dashboard. For instructions on how to
create your personal dashboard; please see “Customize Personal Dashboard” manual.

m'-?) BusinessPlus e Q

=enu

BISD IFASTS

Personal Dashboard

Personal Dashboard

Ve
COGNOS 20 A
~ Cognos DashBoard
1085 LI
Go to Jobs Archive
Desc Jooz status start ena Type
@) -
‘WORKFLOW APPROVAL e A
Go to Workflow Tasklist
No tasks
Refrashed 2t ionda inots
‘Web Links s e A REPORTS Z e A BusinessPLUS T e A
& BisDWeb Go ta CDD Archive & POUPPR Purchase Requests
& Employee Online CDD Folders
& TimeClock Plus 279 Seandrd Reports
Cbiecn

CiDevelopment.

[Federal Programs.

CoFosd

[)Food Services HR Reports
6LAN
DHRPY

CIIFASIQ Reports -
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Option 3 — Search Icon.

"@ BusinessPlus

=Menu BISD IFAS79

Personal Dashboard

i Personal Dashboard

Click:

/7
COGNNOS Lo I - R
m@ BusinessPlus POUPR(] EC
Receiving Information (POUPR%
=Menu
Total 1 items found
Personal Dashboard

Input: Mask (POUPRC)

'Receiving Information (POUPRC
Select: &eceving ( ’

Option 4 — Menu List.

H@ BusinessPlus

w BISD IFAS79

Personal Dashboard

Personal Dashboard

/
COGNOS 2o v
JOBS [ IS
Go to Jobs Archive
Desc Job # Status Start End Type
70 JOF
WORKFLOW APPROVAL 20 A
Go to Workflow Tasklist
No tasks
Refreshed at Monday, August 9, 2021 4:47:47 In Office
Web Links e v REPORTS cev BusinessPLUS e v
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”J@ BusinessPlus

= Menu
i P |
Complete Menu ersona
AP Accounts Payable Personal Dashboard
AR Accounts Receivable
BD Budget Item Detail
COGNOS

BK Bank Reconciliation

EN  Encumbrances JOBS

FA FIxed Assets
Menu options depend

on user access.

pEaey=se)

GL General Ledger S—

GM Grants Management

HR Human Resources

m@ BusinessPlus

= Menu

HR Human Resources CliCk:

NU NUCLEUS

PO Purchasing

PA Project Allocation

PB Position Budgeti

PE Person/Entity/Database C
Pl PEIMS
Jt
PO Purchasing
Go
PY Payroll System Des

RC Recurring Calculations

RR Regulatory Reporting

WORKFLOW APPROV; \
NU NUCLEUS RX Ad Hoc Report Writer
Go to Workflow Tasklist Go
PA Project Allocation No tasks S Stores Inventory N
PR Position Budgeting Refreshed at Monday, August 9, 2C ST Sub Tracker Refi
PE Person/Entity Databasd Web Links SY System Level Software v
Pl PEIMS WO Work Orders
—
= Menu = Menu
=| PO
CS Client-Specific = | PO | UpP
IQ Interactive Inquiry ick:
FO PO Form Click:

MA PO Maintenance Click:

PO Print Purchase Orders UP Update Database

PQ Print Quotations
PW Print Worksheets
RE Reports

UT Utilities

XP ¢XML PunchOut

RC Receiving Information

GN General Information
PP PunchOut Web Shopping

PR Purchase Request

RC Receiving Information

SC Security Codes
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Step 2: Input PO#.

Receiving Information (POUPRC)

Purchase Order

PO Number:* P375360 Vendor

End Use: Ship To:

Receiving Information

Input: PO number.

Date Received: * 2] Carmier: Packaging

Hit: Enter Key

Remarks:

Purchase Order Items

No Items Found.

PO Information will populate.

Receiving Information (POUPRC)

Purchase Order

PO Number ™ P375360 Vendor: QFFICE DEFOT

End Use Ship To: 5915

Receiving Information

Date Received:™ 08/05/2021 Carrier Freight: Packaging:
Remarks:
#
Purchase Order Items Collapse All
PO Item: 0001  Office Depot(R) Brand Composition Quantity to Receive: 0  Quantity to Reject: 0 Amount to Receive: 0
PR # PR449209 PR ltem 0001 Notes: Units. EA m
Received To Date: o Amount To Date: 0.00 Quantity Ordered: 48 Amount Ordered 5376 m
Serial # Asset ID. 1]
Tag Brand. Location =
Product: Ship 1D Catalog: 14111507 Required Date:
Requested By Belinda G. Zavaleta Warehouse: v
PO Item: 0002 Ziploc(R) Plastic Double Zipper Quantity to Receive: 0  Quantity to Reject: 0  Amount to Receive: 0
PR# PR449209 PR Item o002 Motes: Units: BX “
Received To Date: [1] Amount To Date: 0.00 Quantity Crdered 2 Amount Crdered 1418
Senal # Asset ID: k

**Note: There are two methods to receive PO’s; if partial order was delivered then use the 1° option to receive items.
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HOW TO RECEIVE A PURCHASE ORDER

Option 1 — Partial Receive

Receiving Information (POUPRC)

Purchase Order

FO Number® p375360 Wendor. OFFICE DEFOT

End Use: Ship To 5515

Receiving Information

Date Received:* | 08/09/2021 B Camer Freight Fackaging
Remarks:

Purchase Order Items

Collapse Al

PO Item: 0001  Office Depot(R) Brand Composition Quantity to Receive: 48 Quantity to Reject: 0 Amount to Receive: 0
PR# PRAAS PR ltem 0001 Notes: Units: EA “
Received To Date: @ Amount To Date 0.00 Quantity Ordered 48 Amount Ordered: 53.76
Serial # Aszet ID: §
Tag Brand: ageation =
Product: Ship ID Cataleg 14111507 Fequired Date:
Requestad By: -

PO Item: 0002  Ziploc(R) Plastic Double Zipper

Quantity to Receive:

2 Quantity to Reject: 0 Amount to Receive: 0

Search through list
for item delivered.

FR# PRA49209 PR ltzm 0002 Notes: Units: BX m
Received ToDate: 0 Amount ToDate: | 0.00 Quantity Ordered: | 2 Amount Ordered: | 1412
Serial & Asset ID: "
Tag Brand: acation =
Product Ship ID Catalag 14111507 Required Date:
Requastzd By -

—

PO Item: 0002 Ziploc(R) Plastic Double Zipper Quantity to Receive: 2 Quantity to Reject: 0 Amount to Receive: 0
PR# PRA2320% PR Item: oooz Motes: Units: BX m
Received To Date: 0 Arnount To Date 0.00 Quantity Ordersd 2 Amount Ordered: 1418
Serial & Asset ID: §
= Bren 1 m

Click:
—
Product: Ship 10: Catalog: 14111507 quired Diats:
Requestsd By Warehouse: v
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Receiving Information Screen for the item being received.

Receiving Information - Item No: 0002

Quantity Accepted Quantity Rejected

Amount Accepted Watehouse:

Input: Quantity

Receiving Information - Item MNo: O

Click:

Cuanlity Accepbid

=

Quantity Rejected

Amaunt Accipléd Fianihousi ¥

Complete

Receiving Information (POUPRC)

Menu X

Requested . Warehouse n

& Clear Form CIICk:

7 Screen Links PO ﬁE uantity to Receive: 1 Quantity to Reject: 0  Amount to Receive: 0

Save Changes [ et e A e :
h -

O Revert Changes PR Notes Units: “
— pre—— oty it B snemicniene. [ER [ rmeow |

& Receive All Serlal # Asset 1D £

& Unreceive All
Tag Brand Location [ ]

H"" BusinessPlus Receiving Information (POUPRC) _ EC

Menu X

" Record Accepted

Purchase Order
& Clear Form
PO Number™® P374858 =
' Screen Links . ]
Note: The following
‘D Revert Changes

message bar will appear. |
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Option 2 — Receive Full Order

**Note: This method is NOT for Fixed Asset items or partial orders; you will need to use option 1.

ﬂZﬁ‘ BusinessPlus Receiving Information (POUPRC)
i
Menu 574
Purchase Order
& (Clear Form
PO Number. ™ P375360 Vendcr. OFFICE DEPOT
2 Screen Links
Enduse shoTo 915
D Revert Changes
e Receiving Information
A Dale Recened®  0&/0872021 B Camer Freight Packagng
X Unreceive All
P

Purchase Order | [e—

& Receive All

Click:

¥ PO item: 004 ceive: 48  Quantity to Reject: 0 Amount to Receive: 0
e vy e o o e “ [ ]
Received Yo Date: o Amourt To Date: 000 Quarntty Ordered a3 Amount Ordered 5376
Sedat® Assot 1D ¥

Tog Brand Locaton @

Product shpio Catalog 14111507 Requred Date

Requested By Warehouse v

¥ POItem: 0002 Ziploc(R) Plastic Double Zipper Quantity to Receive: 2  Quantity to Reject: 0  Amount to Receive: 0
e s PR o2 o - = |
Receved ToDste: | 0 Amoud Tobste: | 0,00 Quartty Ordered | 2 Amount Ordered | 1418
i seastin .

) BusinessPlus Receiving Information (POUPRC)

Menu X

o Purchag Save Chan eS
1 Click: & —

End Use 5518

& screen Links

O Revert Changes

Receiving Infermation

& Receive All

Date Rreceted *  QRIONV2021 B Camer Fresght Packagng

& Unreceive Al

“:‘ BusinessPlus Receiving Information (POUPRC)
Menu %
o/ Record
Purchase Order P v Accepted
& Clear Form
PO Nurmer ™ PaTSI22 Vender INSCO DISTRIGUTING
G Screen Links
End Use:

D Revert Changes

Receiving Information NOte: The fO"OWing
I - message bar will appear.

& Recelve All

X Unreceive Al

[

**Note: Accounts Payable is now able to submit payment. Partial payments are made for partial orders received;
repeat process once additional items are delivered.
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