RECEIVING PROCEDURES with PACKING SLIP

. Date and mark packing slip as received (Received stamp or just write Rec’d & Date)
. Scan and save packing slip (save into a central receiving folder you create on your computer)
. Write on the pkg slip which letter your pkg slip was saved under so you know which one to attach
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. If a partial shipment be sure to save as PO # A (ex: 8001500400 A), next one you would save as PO # B
L)

Epvirviag ¢ ook Todisits = | iy

Chmyyragm = s | ik

i W Firroedid
B Orikizp = BEENORE n. TN ML A R el FTE |
i Dr=rivedi
1. B Emitarm

“ {8 marhy
'} _y PHUR R
i SprirmiTnipcabin
bl GO Do
ik propralia {1 dslaieen
¥ Camrwi O DRTARE

. Skyward — PU-Purchasing/PR-Purchase Order Receiving/RC-Receiving
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03/11/2016 ‘95&?1 Correction tape, white

PO Number v Date i
I | | | Dete |

1/6"%400", 2/pka.
» 38001500161 | 03/11/2016 9:33 AM 04 o} 31912 Plastic garbage can gray, 32 gallon, 22"  Each [ Motes |

dia. x 27-1/4"h. Fits lids KCDA Nos.
31909, 31910 and 31914,

» 8001500161 03/11/2016 9:33 AM 04 8} 30034 Metal round waste basket, brown, 13" Each
dia. x 14",

)} 2001500161 03/11/2016 9:33 AM 04 [¢] 25171 Jumbo felt tip marker, red, chisel point,  Each
extra broad wedge tip.

p 8001500161 03/11/2016 9:33 AM 04 o} 20546 Sharpie retractable markers, red fine Dozen
point.

p 2001500161 03/11/2016 9:33 AM 04 0 20193 Box sealing tape, clear, 2"x60 yards, 3" ROLL
core. Use with hand dispenser KCDA No.
20145,

» 8001500161 03/11/2016 9:33 AM 04 [0} 20145 Tape dispenser, box sealing, 2° Each
maximum tape width, plastic. For box
sealing tapes, KCDA Nos. 20190, 20191
and 20193.

b 3001500155 02/29/2016 7:00 AM 22 H CE413A MAGENTA

p 8001500155 02/29/2016 7:09 AM 22 H CE412A YELLOW

b 2001500155 02/29/2016 7:09 AM 22 H CE411A CYAN

b 8001500155 027258/2016 7:00 AM 22 H CE410X BLACK

p 2001500154 03/01/2016 7:13AM 11 0 71348 File cabinet, vertical, 4 drawer, letter Each v
size, desert putty. 52" Hx 15" W x 25"
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. If entire order has been received or completed, you can hit Receive All on right
. If only part of order you must go to each Quantity Received and put in # of items received
. You will need to add the packing slip — click Attach on the right
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. Type - choose Attachments
. Description - (type in ALL CAPS) PKG SLIP A (remember if partial order you will be entering PKG SLIP A, PKG SLIP B, etc.)
. Browse
. Go to the file you saved on your computer and attach the PKG SLIP
o Open

° Save
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. Keep the hard copy of the paper packing slip in your building and save the file in your computer (don’t delete it as it will

lose the connection in Skyward attached documents)

**% You are now done. Your purchase order has been received. You no longer need to complete a paper VOS.



