PO RECEIVING

New PO Receiving screens and functionality.

PO Receiving Starts at Requisition Entry

When entering a requisition, the user must decide how the times ordered are received. The default method to ‘Receive
by’ is Quantity. If you must receive by amount, the ‘Receive by’ method must be changed. Make sure this method is
correct. Receiving should NOT be done in fractions of a quantity of one (1).

Requisition Entry - Munis [TEST DATABASE Jan 25 2017]

€ Q + i} x [E] L] & B =] e & 5 e [ A Q 9 ) [ s s
face sesrcn srowse Add  Updse Deete  Ouput ot Dspay  POr s fmal  Scecwe | Atach | Swicnrom Unefems Releme Acvate  MasAlocste Alocste  Nows  Copy  GLAogtons  GLsummary

MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc* Status

Fiscal year * Current © Next

Requisition number * v
General commodity PO expiration =]

General description Receive by Quantity & Amount
(BGeners| Notes

Vendor Information Shipping Information
Vendor = =| Committed Ship to *

Name

PQ mailing

Po Receiving Screens

e Prepopulates POs
e Adding filters to view PO receiving data
e Combined quick receipt with regular PO receiving

Purchase Orders are returned to the initial screen in Year/PO order with the most recent year listed first. All POs that
users are authorized to view are returned. It is recommended to sort or add a startup search.
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Purchase Orders: 346739 Items per page:
PO Number Fiscal Year Department Vendor Number Vendor Name Total
700000 2017 161 617016 NAEYC $33.00
700001 2017 161 600909 AMSTERDAM PRINTING & LITHO COR $196.62
700002 2017 106 603978 COOLE SCHOOL $1.237.50
700003 2017 042 613174 SCHOOL SPECIALTY INC $3,956.00
700004 2017 161 615005 THE PARENT INSTITUTE $439.20
700005 2017 106 616970 MORRIS PRINTING GROUP INC $2,220.00
700006 2017 896 681689 EBSCO INDUSTRIES INC §151.13
700007 2017 896 681689 EBSCO INDUSTRIES INC $94.92
700008 2017 896 681689 EBSCO INDUSTRIES INC $405.62
700009 2017 896 681689 EBSCO INDUSTRIES INC $982.29
700010 2017 896 681689 EBSCO INDUSTRIES INC $580.78
700011 2017 896 681689 EBSCO INDUSTRIES INC $191.85
700012 2017 896 681689 EBSCO INDUSTRIES INC $390.55
700013 2017 896 681689 EBSCO INDUSTRIES INC $504.59
700014 2017 896 681689 EBSCO INDUSTRIES INC $426.30

Sorting the returned POs




The header of each row can act to change the sort order. For example, clicking the PO number will change the sort
order. The arrows will indicate the order (ascending or descending).

PO Number Fiscal Year |

2007

Use the arrow to change the sort order.

Setting a Startup Search

To narrow down the number of POs returned, searches can be preset to filter PO information.

To set a filter, select the ‘Advanced Search’ option on the top left corner of the screen.
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Clicking advanced search will show a search window to select information to narrow the scope of the POs returned.
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You may want to include specific PO status in the search. This will eliminate receiving POs that are cancelled, closed or
other statuses that no longer require any items to be received.

‘ (0} Closed ~
(1) Rejected

| (2) Created

‘ (3) Incomplete

| (4) Allocated

‘ (&) Released

(7) Rejected

‘ (8) Printed v

(9) CarryForward ¢ v

2 of 11 options selected ~ [x]

To search for only POs that would require receiving records, select ‘printed’ and ‘carryforward’ statuses.
After selecting the statuses, a check next to the status should appear.

Saving the Search

Click Save to save the search
A ‘Name’ box will appear for you to name the search you created.
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You may want to include some of the search information in the name to remind you of the type of search created.
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Click OK to save the search with the name entered. Click ‘Save’.

Once the initial search is saved, click the ‘Startup search’ box to have this search executed every time you access PO
receiving. This can be found at the top portion of the search window.

Startup search

Click Save to save the startup search setting.

You can click search to run the search just created.
This will return the POs that meet the search criteria entered.

PO Receiving will run will run this search first every time you access PO Receiving.

Searching by Specific PO Number

The main search bar can be used to search by specific PO.
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Search Searches

Enter the PO number in the ‘Search by purchase order number’ and click the search icon on the right. This will return all
POs with the number entered.

Be careful! There can be the same PO number for multiple years so select the correct number and year.
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Purchase Orders: 2 ltems per page:
PO Number & Fiscal Year Department Vendor Number Vendor Name Total

701364
701364 2017 908 715109 SUPERIOR FIBER & DATA SERVICES INC $10.020.00
701364 2007 041 609374 DELL COMPUTER LP $64.90

The most recent year will show first. The PO can be selected and received.
Another PO can be entered from this screen or the startup search can be executed.



Receiving PO Items

To receive items on a PO, select the PO from the displayed list of POs.

Purchase Orders: 42 Items per page:
PO Number Fiscal Year Department Vendor Number Vendor Name Total
2017 908
701364 2017 908 715109 SUPERIOR FIBER & DATA SERVICES INC $10,000.00
701528 2017 908 614637 STAPLES BUSINESS ADVANTAGE $544.53
701763 2017 908 710918 TEL WEST NETWORK SERVICES $199.591.14
701980 2017 908 606595 VERIZON WIRELESS $1367.64
701582 2017 908 607079 AT&T MOBILITY $2,400.00
702002 2017 908 711011 EDUCATIONAL SERVICE SOLUTIONS $100.00
702350 2017 908 715608 FRONTIER COMMUNICATIONS CORP $155,000.00
702353 2017 908 715200 BH CONSULTING 331425
703125 2017 908 606098 SUNGARD PUBLIC SECTOR PENTAMATION INC $5,000.00
703256 2017 908 715930 DATA TECH LABORATORIES INC $275.00
703285 2017 908 616834 APPLE COMPUTER INC $65,450.00
703298 2017 908 616834 APPLE COMPUTER INC $65.450.00
703299 2017 908 616834 APPLE COMPUTER INC $65,450.00
703300 2017 908 616834 APPLE COMPUTER INC $65.450.00
703302 2017 908 616834 APPLE COMPUTER INC $65,450.00

)

Note that PO are returned in numeric order so the most recent POs will be on the last pages. You can use the double
arrows to go directly to the last page if needed or sort the results by clicking the heading.

Once the PO is selected from the list, the Purchase Order Details screen is displayed.
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Purchase Order Details

Purchase order Year Department Department desc Vendor name Total amount
700087 2017 004 004 NIMITZ HIGH STAPLES CONTRACT & COMMERCIAL INC. $6,578.49
SCHOOL

Ordered Items

[ Full shipment 0 Close PO Received date? Packing slip
05/04/2017 i

Ful Line Description Ordered uom Received Receiving

m} 1 CATALOG #HTLA54192 PRESIDE 192WX54D RACETRACK SHAPED LAMINATE TOP - BOURBON CHERRY 100 EACH 100 000

[} 2 CATALOG #HTLRC180 LAM CYL BASE W/CORD MGMT 180"W/TOPS 300 EACH 100 000

[m] 3 CATALOG #H5723 VOLT 5720 SERRIES TASK PNEW SWIVEL SYNCHRO TILT TENSION 8.00 EACH 8.00 0.00

m} 4 CATALOG #CFSINSTALLEX ENHANCED FURNITURE SERVICES 100 EACH 095 000

All the PO information is presented in one window.

Receiving Full Shipments or Receiving the Final Portion of a PO

To receive a full shipment, select the ‘Full Shipment’ box.
To close the PO when it is completed, select the ‘Close PO’ box.
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jjjjjj se order Year Department Department desc Vendor name Total amount
711426 2017 908 908 TECH NETSYNC NETWORK SOLUTIONS $103,695.14
SERVICES/INFO
SYSTEMS
[ Full shipment M Close PO Received date* Packing slip
05/04/2017 t
Ful Line Description Ordered UoM Receive Receiving
[ 1 PART#: WS-C3850-24XU-S CISCO CATALYST 3850 24 mGig PORT UPoE IP BASE 15.00 EACH 0.0 15.00
%) 2 PART#: C3850-NM-2-10G CISCO CATALYST 3850 2x10GE NETWORK MODULE 14.00 EACH 0.0 14.00
~ 3 PART#: SFP-H10GB-CU3M= 10GBASE-CU SFP + CABLE 3 METER 14.00 EACH 0.0 14.00
[~ 4 PROJECT MANAGEMENT lo0 EACH 0.0 1.00
& 5 CONFIGURATION OF EQUIPMENT 1.00 EACH 0.0 1.00

Checking the ‘Full Shipment’ box will check each line item as full receipt and add the correct receiving quantities in the
receiving amount field.
The date field can be changed if you did not receive the items on the day you are entering the receiving record.

Click the date icon next to the date field and select the proper date.
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Navigate to the proper date and click the day. The ‘Received date’ will update.
Packing slip information can be entered on the packing slip line.

For POs that have not been partially received previously and are now complete, the Full Shipment can be used. The
system will calculate the proper amounts received.



Purchase Order Details
Purchase order Year Department Department desc Vendor name Total amount
700087 2017 004 004 NIMITZ HIGH STAPLES CONTRACT & COMMERCIAL INC. $6578.49
SCHoOL
Ordered Items
& Full shipment 4 Close PO Received date* Packing slip
05/04/2017 =]

Ful Line Description

5 1 CATALOG #HTLAS4192 PRESIDE 192WX54D RACETRACK SHAPED LAMINATE TOP - BOURBON CHERRY

15 2 CATALOG #HTLRC180 LAM CYL BASE W/CORD MGMT 180°"W/TOPS

“ 3 CATALOG #HS723 VOLT 5720 SERRIES TASK PNEW SWIVEL SYNCHRO TILT TENSION

~ 4 CATALOG #CFSINSTALLEX ENHANCED FURNITURE SERVICES

One everything is entered, click Save.

If the PO was marked ‘Close PQO’, the system will confirm with the following message.

PO has a final receiving record.

Although existing receipts can be edited, no new receiving records
can be added because this PO has been closed.

Full Line Description
1 PART#: WS-C3850-24XU-S CISCO CATALYST 3850 24 mGig PORT UPoE IP BASE
2 PART#: C3850-NM-2-10G CISCO CATALYST 3850 2x10GE NETWORK MODULE
3 PART#: SFP-H10GB-CU3M= 10GBASE-CU SFP + CABLE 3 METER
4 PROJECT MANAGEMENT
5 CONFIGURATION OF EQUIPMENT

Ordered

15.00

14.00

14.00

1.00

1.00

Ordered

1.00

EACH

EACH

EACH

EACH

Received

1.00

Received

15.00

14.00

14.00

1.00

1.00

The screen will update the amounts received. If you are done, click ‘Back’ to return to the list of POs to continue

receiving.

Receiving

Receiving




Partial Receipts

Do not select ‘Full Shipment’ if only portions of the shipment have been received.
Receive the quantities at the line item level.

e If the FULL line has been received, click the ‘Full’ box to the left of the line item. This will populate the full
guantity in the Receiving field.
e |[f only a portion of the line has been received, click in the ‘Receiving box’.
o The box will open for entry. Click and highlight the amount showing if it’s zero or incorrect BEFORE
entering any amounts.
o Enter the quantity or amount received.

Enter Number of items being

received for this line.
Ordered e

11.00 EACH 0.00 ‘ M‘

Highlight so the amount is deleted when you begin typing and enter the correct amount
Ordered UOM Received Receiving

11.00 EACH 0.00 11.00

Complete the entry of all quantities/amounts and click SAVE.

Adding Comments

Comments must be added after the initial receiving record has been saved.

Once the receiving information has been added and saved, click the line item (blue hyperlink) to access the comments
field.

Ordered uom Received

S (65" DIAG) LED 1080p SMART HDTV SILVER, BLACK ITEM#: BB20036468 MANUFACTURER: 65LF6350 LED TV 1.00 EACH 1.00

2 ROCKETFISH TILTING TV WALL MOUNT FOR MOST 32" - 70" TVs BLACK ITEM#: BB11128094 MANUFACTURER: RF-TVMLPTO3 100 EACH 1.00

7

If the full shipment was used, the comment will be prepopulated with ‘Quick receipt’. This can be removed and your

comments added.

Receiving Records: 1
Delete  Status Received Date Packing Slip Quantity Dollar Amount Comment

» Delete Approved 05/04/2017 ] 100 $699.99 Quick recei pt.




Receiving Records: 1
Delete  Status Received Date Packing Slip Quantity Dollar Amount Comment

4 Delete Approved 05/04/2017 [::] 1.00 $699.99 Remove any predefined comments and add yours.

Add all comments and SAVE the record.

Ordered Item Details

From the Ordered Item Details screen, additional receiving records can be added using the ‘Add receipt’ button.
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Ordered Item Details

» PO / Vendor details

This will open the Add Receipt to Purchase Order Screen. The quantity or amount received can be manually added.
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Add Receipt to Purchase Order

Purchase order Year Department Department desc Line ltem Description

711420 2017 5908 908 TECH 1 PART#: LEVITON BERK-TEK 10138767
SERVICES/INFO CAT 6A DATA CABLE, TERMINATED ON
SYSTEMS MDF/IDF PATCH PANEL & ON 2-PORT

CEILING OUTLET, AVERAGE 225 FEET,
PLENUM RATED, ORANGE

Ordered Received Remaining Invoiced
44.00 0.00 44.00 0.00

Receipt information

[1 Close PO

Received date* Packing slip Quantity received® Amount received*® Comment
07/05/2017 | 44.00 $5,940.00 ‘ Add comment here
Capital assets

¥ Return Information

Receiving records can be added here with a comment. This method will allow you to add a record and comment at the
same time.

Click Save



Ordered Item Details

t PO / Vendor details

* Total Quantities
Drdered Received Remaining
14,00 44,00 0.00

Receiving Records: 1
Delete Status Received Date Packing Slip Quantity Dollar Amount Comment

» Delete 07/05/2017 =] 44.00 $5,940.00 Add comment here

This will return the user to the ordered item details screen showing the updated information.

Viewing Receiving Details

Receiving detail can be viewed from the new PO receiving detail if the PO shows in the list. Remember, if you have a
predefined search that only shows printed and carryforward POs and you are looking for a closed PO, it will not show on
the list.

Clicking the line item from the PO will bring up the receiving information.

Receiving Records: 1

Delete  Status Received Date Packing Slip Quantity Dollar Amount Comment

> Delete 05/04/2017 & 100 $699.99 | Remove any predefined comments and add yours

You can always view receiving information from PO Inquiry. Find the PO and click ‘Receiving.

Line | Description Rec Date By User Ordered Received Amount Returned

002 ROCKETFISH TILTING TV WALL MOUNT FOR 05/04/17 brussell 1.00 100 24.00 0.00
001 LG - 65" CLASS (65" DIAG) LED 1080p 05/04/17 brussell 1.00 100 699.99 0.00



