Reference Guide

Business Process Navigation
1. Toinquire on the receipt (Any Ship-To). 1. Main Menu > eProcurement > Receive
Items

Use the following navigation to inquire on a receipt (Any Ship-To).

1.

7.

From the Main Menu page, select eProcurement > Receive ltems.

Favorites : Main Menu > eProcurement > Manage Reguisitions
- H - -

Manage Receipts

Search Criteria

Received Date From: bai142013 [5) To: 05/14/2013 Show Status: |Rsce|vedﬂ[}pen v|

Business Unit: 62500 |Q Receipt 1D: Ship To:

PO Unit: : | |
n Q PO ID: | Search || Clear |

Add New Receipt Process Receipts Inspection Review ASM Receipt Manage Return to Vendors

Enter search criteria and click Search to view existing receipts.

Return to Manage Requisitions

The Received Date From and To will default to a one month range backwards from current system date. Change these dates

if desired.
In the Show Status box, select from the drop down list the appropriate status you desire to use.

Enter a Business Unit — 62500 (should default from your user preferences).

Enter any additional search criteria such as Receipt ID, Ship To, PO Unit or PO ID in order to limit your search results. After

entering all the appropriate search criteria, click Search.

The receipts meeting the entered criteria will display at in the lower portion of the page.

Personalize | Find | View All] ! First Kl 4 of 4 O L ast
Business Unit Receipt ID Date POID Vendor Status
62500 0000000060 04/22/2013 0000000200 SISTERROSA-001 Received J B!

Click the Details button I-EI% to display additional details of the receipt.

Favorites © Main Menu > eProcurement > Manage Requistions
& New Window E{'Pe

Maintain Receipts

Receiving
Business Unit: 62500 Receipt Status: Fully Received x
Receipt ID: 0000000060 Add Header Comments Actvities
Header Details Document Status
} Header
Close ShortAllLines | | PrintDeliveryReport | | Run PO Recsipt Accrual ]

Select Purchase Order ‘

Receipt Lines Personalize | Find | View A1 [V | B8 First 1 qof1 1 Last
GEETNEN  ore Detais | Links and Status || ftem/ Mig Data || Optionalinput [ Source Information
§ . Receipt Close Device Stock  AM Device
Line Item Description Receipt Gty RecvUOM  ooo! Accept@ly Status  Category  goor  Seral oo R LR DEE
1 B ET’:;:EC:!‘"‘” 155.0000 | B2 [EA 20000000 | 1550000 Received 15001 0O EA /@ Pending D,Z"C‘;E b 4
[[Jinterface Receipt ["JRun Close Short Interface Asset Information

|@ save |Q RetmtoSearch | [Z] Notify |7 Refresh
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8. Review the details and use any of the additional tabs on this page to review additional information.
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