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Services
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Purchasing

Processes covered in this document

1.1.1 Receipt by value or quantity

1.1.2 Receipt remaining quantity and/or
value

1.1.3 Adding attachments to a receipt

1.1.4 Amend an Existing Receipt

1.1.5 Cancel a Receipt

Process Map Reference
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Terminology

Purchase Order Is the PeopleSoft Purchase Order
Voucher Refers to the invoice once it has been
entered in the system
Receipt Refers to the receipt process in the
system
Dispatch Refers to the PO dispatch process
Receipting

Receipting of purchase orders in PeopleSoft is an important part of the buyer’s responsibility.
Once the goods or services have been received by Unitec, the buyer needs to receipt them
in PeopleSoft to allow for payment to the supplier.

The receipting process involves recording the items delivered and comparing the shipment
against what was originally ordered on the purchase order. Only receipt goods or services
after they have been received, and only if they are of approved quality.

If not all the order is received, you can partially receipt the goods or services. This allows for
split delivery of an order.

If receipting is not done, the accounts department may process the invoice from the supplier
but the matching process does not take place. This means that suppliers will not get paid
and the transaction will appear on the Match Exception Report with the reason R500 — No
Receipt.

There are two types of receipting that can occur — by amount, or by quantity, depending on
the type of Purchase Order that has been created.

Three Way Matching

Unitec uses a three way matching process between the:
Voucher — Invoice

Purchase Order and

Receipt.

If all these match as defined by the match rules (refer to Matching for Buyers Manual) and
the invoice is due for payment, then payment is made to the supplier.
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Receipt by Quantity

Objective

Goods were ordered by quantity, for example 10 boxes of paper. You receipt the quantity of
the order that has been received, either the complete order — in this case 10 - or if only a
partial order, then just the number of boxes that have been delivered. Later if the remainder
of the order is delivered, you can create another receipt for that quantity.

&

PleaSe note...

Even if all the items have been delivered, if any of them are not of the expected
quality, or are damaged, then you do not receipt these goods, as you will be
returning them to the supplier.

Only receipt items that are of good, undamaged quality, or services that have
been delivered and are of good quality.

&

PleaSe note...

Only Purchase Orders with the status “dispatched” can be receipted. If your
search does not retrieve any rows, check if the PO status is “dispatched”.

You do this for each item on the original purchase order.

STEP

RECEIPT THE ORDER — BY QUANTITY

Path

Buyer WorkCentre > Add/Update Receipts

Add a New Value

1. Click Add

Receiving

Eind an Existing Value | Add a New Value

Business Unit UNITC | Q
Receipt Number [NEXT
PO Receipt ]

Find an Existing Value \ Add a New Value
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STEP

RECEIPT THE ORDER — BY QUANTITY

You can configure
which quantity or
amount is copied
from the PO into
the receipt lines.

We recommend
that you keep the
default - PO

Select Purchase Order

Search Criteria

PO Unit[UNITC [s%
D
Line / Schedule I
Release
Item ID Q.
Ship To Q
Ship Via Q.

M Retrieve Open PO

Days +/- Today

Q@ Start Date
End Date

Supplier Name

Supplier item 1D

Manufacturer ID

Manufacturer's Item ID

(70 New Window 9 Help L/,Persunalize Page =] http

30
011012016
301112016 El

< Supplier Lookup
Q

Receipt Qty Options

Order Number
2. Click

Search

3. Select only the
row or rows to
receipt

ID 0002063481

Line / Schedule !
Release
Item ID Q
Ship Te Q
Ship Via Q

[ Retrieve Open PO Schedules

Search

Retrieved Rows

Q o Start Date
End Date
Supplier Name
Supplier Item ID
Manufacturer ID

Manufacturer's ltem ID

Receipt Qty Options

O No Order aty O Ordered Qty

Personalize | Find | view All | 2| &

ini Search
g;?lqoahl n_‘[_?]?s %\‘/tm O No Order Qty ® Ordered Qty © PO Remaining Qty
' OK Cancel Refresh
only copy across
what has not
previously been
receipted.
1_ Search for the Select Purchase Order
PurChase Search Criteria -
PO Unit UNITC Q Days +/- Today

[c]

El

2 Supplier Lookup

QU
Q
Q

® PO Remaining Qty

First (4 1-40f4 ‘b Last

Selected Rows || Shipping Related || More Details
sel  POURt  POID Line Sched Release Due Date PO Qty REZ:& Item Description
4- CIICk ¥4 UNITC 0002063481 1 1 281112018 20.0000 Box files - packs of 10
Ok 9@ UNITC 0002063481 2 1 28M1/2016  100.0000 80 gms copy paper - reams
O UNITC 0002063481 3 1 28111712016 250000 20.0000 Bic Pens - blue boxes
¥ unime 0002063481 4 1 281112016 50.0000 10.0000 Paper clips - boxes
4 Select All Clear All
OK 0 Cancel Refresh
B .
& If you don’t know the PO you can also search by supplier and date
please N0t
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STEP

RECEIPT THE ORDER — BY QUANTITY

When you click OK
you are taken to a
screen that shows

Mamiam Heoeipts
Receiving

Business Unit UNITC

Receipt Status Open 'K

RecelptiD NEXT A Header Comments Actives
the receipt lines. Hoster Do
Satact Purchase Order
1. Rece|pt Qty Tyt Ly Fersonalize | Find [iew il | L) B Pt 0 13003 0 Last
Receyd Lines | oo Detas || Links gnd State [ J halg Dhata | Cptionad inparl || Sowce infonmation. TR
CO|Umn ShOWS Line tem Desenpon eceptary| ey Receid Price Accept Uty Status o Senal ek Dewoe Track
the tOtal 1 -1 Hoo B - packs of T sooooo| B Ea o 2265000 0 0000 Cipén O Ea O Devies Tiack x
avallable for 2 3 B0 s oy papes - s woo000f b2 A iy 125000 100 0000 Cipxm Ol FA 0 Devien Track ®
recelptlng The B Paper cips - boves 00000/ [EA @, 025000  40.0000 Cipen | [EA 10y Device Track x
Wh Ite Dlimtartace Heceipt Clkun ciose shert vt Assiot Wilarmalion
backgrou nd (save | [|Netty |23 Retresh + Add | ] UpcalaiDisplay
indicates that it
is editable.
1. Enter the Misntain Reeeipls
H Receiving
guantity of
. Business Unit UNITC Heceipl Stabus Open b 4
goods received S P saewe
Huader Delass
Huader
In this example Balect Purchas Onden
. ! Receipt Lines Personalce | Find | View A8 | LY | IR/ Frst 4 13013 & Lant
you only received aceiot Lines || More Detats || Links gnd Slahs || flem Mg Data | Dol oot || Source Infonmaton | (7%
H n ™ Descngnon Receipt Oy pibi: Peceipt Price Arcept Oty Saatum A Soriat Diosics - RN Deviee Trach
75 of item 2. The I ke o
. 1 4 Focor e - paachos of 100 00000 M Ea O 12 65000 30,0000 Cpan FA |0 Dewics Track x
other two items
. R 3 it Rngmkcmmu-rnm‘o a 125000 100 0000 Cpen (W A 0f Device Track x
were received in m—— x| oz T U
fu" . Intertace Receipt Run Close Shart inierface Assel information
i save Nelify || 2% Ratresh b Add || il Updsteesplay
2. Click
= ]l
|5l Save
1. A rece|pt IDIs Maintain Receipls
Receiving
generated
Rusiness Linis UBTE Receipl Status. Fuby Recetved [
Receipan co2uraimo () Akt Hetdes Comments Actrites
Headur Detaits Document Stahus
Heador
Seluct Purchasy Ordes
Recaipt Lines. Personaoe | Find [Viewd | 200 rest 4 13003 b Lam
Huceipt Linos || Mo Detisks | Links god Status || [l | ety Data o ut || oerce intovmaten | [
= - Po— FS—— Snco e Assap oy Shn Cov o D S o
Rox e - packs of 10 00000 M FA O I265000 20,0000 Receved 1 FA |0 Device Track x
2 ™ B0 gms copy pape! - reams 50000, B3 [EA 125000  75.0000 Faceived EA |0y Devica Track x
Pape cigs - bomes 0,00 & E Y 05000 A1L0000 Heveved A |0 Devioe Track X
etertace Reckgl ) Run C30se Shon Iniaincs Azssd indarmalion
HSave | [CNotey | |o® Retesh »A2a || k] Uptateiieplay

In this example, you have receipted 75 items of a total of 100 that were ordered on line 2,
leaving 25 still to be supplied and receipted.
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Receipt Remaining Quantity

Objective

To understand how to receipt goods, where some of the items have been previously
receipted. For example, some items delivered one week, the remaining items delivered two
weeks later.

Receipt Quantity Options

&

please NOte

PO Remaining Quantity This option is the default, and is the

recommended view.

Shows the remaining quantity to be
delivered/receipted.

This view will show the total amount ordered.
Does not take into account any part delivery that
may have happened. By selecting this option,
there is a danger you could over-receipt.

Ordered Quantity

No Order Quantity Doesn’t show any quantity.

0OK

Cancel

Refresh

STEP RECEIPT REMAINING QUANTITY
Path Buyer WorkCenter > Add/Update Receipts
1. Enter PO ID Select Purchase Order
Search Criteria
.. PO Unit UNITC Q Days +i- Today 30
2' PO Rema”“ng ID (0002063481 o x|a, Start Date [16/11/2016
Qty IS the Line / Schedule ! End Date 15/01/2017 El
defaU|t Release Supplier Name . supplier Lockup
. Item ID Q Supplier item 1D (s}
Selecnon Ship To aQ Manufacturer 1D aQ
Ship Via Q Manufacturer's Item 1D Q
3 Cllck Retrieve Open PO Schedules
' Search e Receipt Qty Options
S EﬂlCh O No Order Qty O Ordered Qty ém Remaining Qty
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STEP

RECEIPT REMAINING QUANTITY

1. Select the line
or lines to
receipt — Use
Select All to
select all lines

2. Note the PO
Qty and the
Prior Receipt
columns

Select Purchase Order

Search Criteria

PO Unit | UNITC aQ
1D 0002063481 Q
Line / Schedule !
Release
Item ID Q
Ship To Q
Ship Via Q

¥ Retrieve Open PO Schedules

Search

Retrieved Rows

Days +i- Today

Start Date

End Date
Supplier Name |OFFIMAX-001

Supplier tem 1D

Manufacturer ID

Manufacturer's ltem ID

Receipt Qty Options

O No Order Qty O Ordered Qty

Personalize | Find | View All | IEH @

2

Q Supplier Lookup

Q
Q
Q

@ po Remaining Qty

First ‘4 1-20f2 '»' Last

Selected Rows || Shipping Relaled || More Details
Sel  POURit POID Line Sched Release Due Date PO Gty Reg;:; Htem Description
[ UNITC 0002063481 2 1 28M1/2016 | 100.0000 75.0000 80 gms copy papef - reams
. & uNITC 0002063481 3 1 281172016 | 25.0000  20.0000 Bic Pens - blue baxes
3. Click
Select All Clear All
OK
oK e Cancel Refresh
1. Check the total Maintain Receipts
Receipt Qty — Receiving
Business Unit UNITC Receipt Status Open *®
Enter the total Receipt ID NEXT Add Header Comments Acliviies
Header Details
number to be Hoader

receipted, if
different from
the total
remaining.

2. Click

|5 Save

Select Purchase Order

Receipt Lines

Receipt Lines More Details Links and Status
Line Item Description
1 B SOW for KPMG Senior advisor -

[interface Receipt [CJRun Close Short

[55ave

2]

[=] Notify =% Refresh

Item / Mfg Data

Optional Input Source Information

Personalize | Find | View All | E]

Receipt Qty = Receipt Price AcceptQty Status = Serial Lo B
12,0000 B (MDY |G 800.00000  14.0000 Open O |mov

Interface Asset Information
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Receipt Value Purchase Order

Objective

A PO was raised for a dollar value, and needs to be receipted for the value of the services

delivered.

STEP RECEIPT VALUE AND QUANTITY

Path Buyer WorkCentre > Add/Update Receipts

1. Click

Receiving
Add

Find an Existing Value Add a New Value

Business Unit UNITC |3
Receipt Number NMEXT
PO Receipt W]

Add

Find an Existing Value | Add a New Value

Select either by
PO ID, or by

Select Purchase Order

Search Criteria

[ Retrieve Open PO Schedules
Receipt Qty Options

2 )

Retrieved Rows

 No Order Qty

Select the rows

. Selected Rows || Shipping Related | More Details
to recei pt sel  POUnit POID Line Sched Release Due Date PO Qty Rggg: Item
O uniTc 0002063501 1 1 16122016 1.0000
4 C I | Ck [0 uNITC 0002063501 2 1 16/2/2016  2.0000
DK O NITC 0002063501 3 1 16122016 20.0000
Select All o Clear All
OK Cancel Refresh

O ordered Qty

D t R PO Unit[UNITC Q Days +/- Today
ate ang € ID 0002063501 Qo Start Date 5 o
Line / Schedule ] End Date 5
2 . C I I Ck Release Supplier Name Q. supplier Lookup
item ID Q Supplier item ID Q
S Ea[ch Ship To Q Manufacturer ID Q
Ship Via Q Manufacturer's Item ID Q

@ po Remaining Qty

Personalize | Find | View All| 0| B First ‘4 1-30f3 ¥/ Last

Description
Censulling fees for project on
Supply of wiring for the proje

Labour for installing wiring -
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STEP

RECEIPT VALUE AND QUANTITY

In this example
the purchase
order was for
services to the
value of $400.00

Maintain Receipts
Receiving
Business Unit UNITC

ReceiptID NEXT
Header Details
Header

Select Purchase Order

Receipt Lines

Add Header Gomments

Receipt Lines || More Defails || Links and Status || Hlem / Mig Data

Line tem Deseription

1 2} Professional services for Tral “ 1.0000 [
[interface Receipt [JRun Close Short

T save ||=]Notify || Refresh

Receipt Status Open ®

Activities

Optional Input || Source Information | [F=

Receipt Qty Receipt Price  AcceptQiy Status

400.00000 1.0000 Gpen

Interface Asset Information

Personalize | Find | View A |G| B Fist 4 1011 2 Last

Serial Device Track Device Track

[ Device Track X

& Add || 5] Update/isplay

&

please NOte

White background in the amount field indicates that the field can be

edited.

&

please NOte

been delivered.

You receipt amount orders by a dollar value for the value of the work that has

STEP

RECEIPT VALUE AND QUANTITY

1. Receipt the
value of the
work for the
contract
completed so
far, $250.00

2. Click

]
I Save

Maintain Receipts

Receiving

Business Unit UNITC

Receipt ID NEXT
Header Details
Header

Select Purchase Order

Receipt Lines

Receipt Lines || More Defails || Links and Status || ltem / Mfg Data

Line Hem Description

1 B Professional services for Trai
Cinterface Receipt CIRun Close short

Hsave ||[ZIMolily || Relresh

Add Header Comments

Receipt Status Open b 4

Activifies

Optional Input || Source Information | [F=5)

Receipt Oty Receipt Price  Accept Gy Status

250.00 o 1.0000 Open

10000 [

Interface Asset Information

Personalize | Find [ View Al | &/] B Fist ¢ 1011 2 Last

Serial Device Track Devica Track

O Device Track b4

+ Add 2| Update/Display

1. Areceipt ID
has been
generated

2. Receipt
Status = Fully
Received
(This does not
mean that the
PO is fully
receipted)

3. Click
il Save

Maintain Receipts

Receiving

Business Unit UNITC

Receipt Status Fully Received 3¢ e
Receipt ID 0002074176 0 Add Header Comments Activities

Header Details
Header

Select Purchase Order

Receipt Lines

Receipt Lines | More Details || Links and Status || Item /Mfg Data
Line Item Description
1 B Professional services for Trai

[interface Receipt [JRun Close Short

i Saveelnﬁfy 2 Refresh

Document Status

Optional Input || Source Information | [F=5%)

Receipt Qty Receipt Price  Accept Gty Status

10000 [ 250.00000 1.0000 Received

Personalize | Find | View Al | &1 [ Fist 4 101 ' Last

Close

e Serial Device Track Device Track

O Device Track b 4

Interface Asset Information

4 Add | [ ] Update/Display
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Receipt the Remaining Value

A Purchase Order is raised for the total value of the work to be carried out.

A contract is

usually invoiced on a monthly basis, for the value of the work carried out for the previous
month, with multiple — often monthly - receipts over the entire life of the PO. The remaining
value will reduce after each receipt.

This also applies for a contractor who is contracted for a specific number of hours, that may
spread over several months.

Objective

Receipt a remaining value on a dollar value purchase order.

In the example above, a Purchase Order had been raised for $400. A receipt for $250 was

processed.

The work has been finished and the remaining $150.00 needs to be receipted in PeopleSoft.

STEP

RECEIPT THE REMAINING VALUE

Path

Buyer WorkCenter > Add/Update Receipts

1. Search for the
PO

2. Default PO
Remaining Qty
is selected

Search

Click

3. Select the
Rows to be
receipted

4. Click

oK

Select Purchase Order
Search Criteria
PO UnitUNITC Q
1D 0002063520

Line / Schedule

Release

ftem ID
Ship To Q
Ship Via a
WIRetrieve Open PO Schedules

Search

Refrieved Rows
Selected Rows || Shipping Related || Wore Details | [=0

ssl  POUNt POID Lina Sched Release

@ UNITC 0002063520 1 1

¥ selectan Clear All

Refresh

oK ocel

.\o

Days +- Today
Start Date
End Date

Supplier Name Q. supplier Lookup

Supplier ftem ID Q

Manufacturer ID X

Manufacturer's ltem ID Q

O Ordered aty 9 ® PO Remaining Gty

Personalize | Find | View All | Y| & First

Receipt Qty Options
O No order aty

10f1 ‘& Last

POOly Prio | om Description

Due Date Receipt

2410112017 1.0000 1.0000 Professional services for Trai

Note the Prior Receipt column indicates that there has been a prior receipt for

this PO
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STEP

RECEIPT THE REMAINING VALUE

1. Receipt price =
remaining
$150.00

If this is the final
invoice for
$150.00,

Don't do anything

Or

Enter the value of
the invoice to
receipt.

2. Click

]
I Save

Maintain Receipts

Receiving
Business Unit UNITC Receipt Status Open x
Receipt ID NEXT Add Header Commenls Activities
Header Delails
Header

Select Purchase Order

Receipt Lines Personalize | Find | View All | Lj\ bed First ‘4 1of1 '} Last
Receipt Lines || More Details | Links and Status | ltem /Mfg Data | Optional Input || Source Information | [F=5%)
e vom Oeserpion Receipt ReceiptPrcs  Acceptcty Status GO Devie Trck Devien Tack
1 @ Professional services for Trai 1.0000 [ Device Track X

150.00000) ooonn Open O

Interface Asset Information

Lsab's MNotity || 2 Refresh & Acd

[Cinterface Receipt [JRrun Close Short

4] Update/Display
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Adding Comments and Attachments to Receipts

There may be occasions where you need to attach documents or comments to a receipt.

This could be for example because you want to attach an invoice or other document, or you
want to record why you changed a receipt.

Objective

To add comments and/or attachments to the receipt record in PeopleSoft.

STEP

ADD COMMENTS OR ATTACHMENTS TO RECEIPT

Path

Purchasing WorkCentre > Add/Update Receipts

In the Receipt
1. Click Add

Maintain Heceipks
Receiving

Dusiness Unit UNITS

Receipt Statun Oipon 4

This is the final invaice for this PO. o

[ show at Voucher
Associated Document

Attachment

From -= RCV UNITC-NEXT

OK Cancel Refresh

9 Attach

H ead er Receipt 1D NEXT A Huader Cuuuusula At
Header Detads
Comments
Select Purchase Order
Receipt Lines Personalice | Find | View A | &1 B4 ) 1alt Last
Receipt Lines | More Delals | Links gnd Stalus | Jlems / Mig Data || Opbonal Inpul  Sossce bnformation | [
e Oescripton Recaipt G e ica .
1 L Frofessional servces for Tral 10000 By 15000000 1.0000 Open Device Track x
Dlimertace seceipt iun Close short inferface Assel Infommation
i Save Hotity ¥ Refresh o Asd | Update/Display
1 Enter your Receipt Header Comments
Hel
comments
Business Unit UNITC Receipt Number NEXT
Receipt Status Open
To attach a
docu m ent ] Retrieve Active Comments O nly Retrieve
*Sort Method | Comment Time Stamp v *Sort Sequence Sort
2' CIICk AttaCh Comments Find | View All First ‘4" 10of1 b/ Last
Use Standard Comments Comment Status Active (ML +|
]

1. Click Browse

File Attachment

Upload

Cancel
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STEP

ADD COMMENTS OR ATTACHMENTS TO RECEIPT

NaVlgate to the Organize v Mew folder =y @ @
1 ~ ) iz
location of the & OneDrive Name Date Type sz
&l Important 16/12/2016 10:48 AM PG File
saved [ This PC & tmp o o ’
document B Deskiop
@ Documents -
1. Selectthe & Downloads
file B Music )
2. Click Open = Ptures
’ m Videos il
‘i O8Disk (C) i
= staffshare (\\uni
== studshare (\\uni
= PSOFT (\\uniadf L
£ Network v < >
File name: v| All Files (%) ~
s |
. Find | Wi
1. Click Upload :
p File Attachment
1 Help
EC:'tUsersﬁ_li_gerhichmocuments‘tln\roioes to attach\impor  Browse... t
Upload Cancel
1. C|ICk OK Receipt Header Comments
Help
Business Unit UNITC Receipt Number NEXT
Receipt Status Open
| Retrieve Active Comments Only Refrieve
*Sort Method [ Comment Time Stamp v *Sort S Ascendi v Sort
Comments Find | View All First ‘&' 10of1 "} Last
Use Standard Comments Comment Status Active MRS [+
This is the final invoice for this PO. 5‘@’
[ show at Voucher
Associated Document
Attachment Important png Attach View Delete
From -= RCWV UNITC-NEXT
oK Cancel Refresh
Mainkain Rocripts
The Header ;
Hecewmng
Comments, has
Basineas Unit LNITE Recuip Stalus. Open x
been updated to it ExT | P
H Header Detad:
Edit Header e
CO mmen ts Sirdect Purshasr Crter
Recaipt 1 inag Personaize | Find | view as |1 [ At 0 qet1 0 Lam
ferceipt Limes | pbeer Detalls | Lisiss gnd Status || e /Ay Data | Opfional inpui | Seoes intsrmation | [
B tine am mscription Encaipt Gty Hacot Price  Recept ity Stabo ome Nersl  fhevice Track Oevice Track
1. Click Save
1 m Frotessional serdces bor Tral 100 B 19000000,  1.0000 Open [T Device Track X
[ietertace Receipt [T fun Cinse: Shoet Interface Asset Information
S | [02) Notity || % Petmsh » And | 5] UpdateMisplay
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Making Changes to Existing Receipts
There may be occasions when you will be required to amend an existing receipt.

This could be because you discover that the supplier split the order over several invoices,

because the amount or quantity receipted are incorrect, or because you need to resolve a
match exception.

There are 3 actions that can be taken:

Amend a receipt

Cancel areceipt line from a multi line receipt
Cancel the entire receipt

& If a receipt has already been matched to an invoice you will NOT be
able to cancel the receipt or receipt line or reduce the receipted
amount or quantity below what has been matched. You will receive
an error message if you attempt this.

P|eaSe note...

Objective
You may have receipted an item in error, or receipted the incorrect amount.

Alter the Receipt Amount

STEP ALTER THE RECEIPT AMOUNT
Path Purchasing WorkCentre > Add/Update Receipt
1. Enter PO .
number Receiving
2 CIle SearCh Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exigting Value Add a New Value

Search Criteria

Business Unit[= v] UNITC
Receipt Number
Bill of Lading|begins with /|
PO Business Unit
ltem ID|begins with /|

PO Number| begins with »][0002063520 .

Ship To Location

Shipment Number

2

20

e =

Supplier ID s}
Received Date[=__ w| ]

Receipt Status|= v v
User ID Q

[ case sensitive

"]
Search aal Basic Search & Save Search Criteria
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STEP

ALTER THE RECEIPT AMOUNT

1. Select the
row to
amend, or
delete

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= v UNITC ®
Recsipt Numbsr| begins with /|
Bill of Lading

J<)

PO Business Unit[ begins with v Q

Item 1D begins with /| Q

PO Number|begins with | 0002063520 Q

Ship To Location|begins with v/ aQ

Shipment Number|begins with /|

Supplier 1D [begins with ~ aQ

Received Dala Y
Receipt Status|= v v

User ID| begins with ~v [

[ case sensitive

]
Search Clear | Basic Search ' Save Search Criteria

Search Results
View All

First ‘&' 1202 B Le

Business Receipt Bil\rul PO Eu%lness e . PO Receive Ship To Shipment Supplier ID Supplier Name  Received Receipt T
Unit Number Lading Unit Receipt Source Location Number 1 Date Status

UNITC 0002074177 UNITC (blank) 0002063520 Y Onine INWARD_GDS  (blank) 31/01/2017 Received  HAUYEUN

UNITC 0002074176 unITC (blank) 0002063520 Y Online INWARD_GDS (blank) 3101/2017 Received  HAUYEUN

To change the
value of the
receipt,

1. Select the
field and
enter the
correct
information

2. Click

[ Save

Maintain Recaipts

Receiving
Business Unit UNITC Receipt Status Fully Received 3¢
Receipt[D 0002074177 Edit Header Commenls Aclivities
Header Details Document Stalus
Header

Select Purchase Order

Receipt Lines Personalize | Find | View Al| | B First 4 1or1 @ Last

Receipt Lines || More Details || Links and Status || Jtem /Mig Data || Optional Input || Source information | =%
Line Hem Description Receipt Qty Reseipt Price Accept Qty Status Category Goee serial Devie  Devioe Track
1 B Professional services for Trai 10000 B 100.00000) annu Received 245720 |} [} Device Track *
[interface Receipt [Jrun Close Short Interface Asse Informaticn
[f)save ||t Retum to Search Pre 4| NextinList |[[<]Notify || Refresh [ Add Updats

Alter the Receipted Quantity

STEP

ALTER THE RECEIPTED QUANTITY

Path

Purchasing WorkCentre > Add/Update Receipt

Search for and
open the
receipt in
PeopleSoft

1. Editthe
Receipt Qty
2. Click

oot faben Fuly Hecerent 3

it Minadder Comsments At

Dexcument Sk

Personatize | Fnd 1View a8 | 00 ER Rt 0 torn 8 Law

e L s Coria ST Devite  Suxh  Dewies
oy i e Tk WM e

o P sorptan, FoesgaOry  “Hee 0N

e leen 2 - Meripd bt

10000005 180000 fiecevea 772080 i Do %

e By Ea 1 TR Ry
PBun Close Shet a

Intrefazr: fecrist nlertaze Laset Iarmanen

HSave || ReweminSean | Prevowsmlsl | o NedmUst | SIRewy [ Remess

|Gl Save
& If the Quantity field is greyed out, you are unable to make changes.
please N0t

Please contact AP to see if the voucher can be disassociated from the receipt.
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Delete a Receipted Row

A row of a PO has been receipted in error. You need to delete it.

STEP DELETE A RECEIPTED Row

To delete the Maintan Recelpts

receipted row, Recemng

1. Click Delete e e X
at the end of Header et Desument St

Header

the row oot Purchse Grder

Receipt Lines
ReceiptLines | More Details || Links and Status || {tem /Mg Data || Optional input || Source Information | [F53)

Personaize | Find | Viewal | &) B Fist ¢ 101 ¥ Last

Line ttem Deseription Receipt Qly Receipt Price Accept Gty Status Category g“mn” Serial fo;":: Device Track
1 B Professional services for Tral 10000 B 10000000 1.0000 Received 245720 O [0  Device Track x o
Dlinterface Receipt [OJRun close Short Interface Asset Information {5
Luﬂs.ava * Refum to Search Previousin List | [4Z] MextinList ||[[Z]Nofity | |2 Refresh Eh Add || £ Update/Display
Confirm the
. Message
deletion
1. Click Yes
Canceling lem cannot be reversed. Do you wish to continue? (10300,48)
I oves 040
Note ||ne is now Maintain Rocelpts.
Hacaving
cancelled
Business Unit UHITC PReceipl Statas Fuly Receed 3
Recsipt i) 0002074477 Eriit Haader Cammants Artrames
- Header Dedails Document Statan
1. Click oo
= Select Purchase Ouder
jJ Sﬂ'lll'E Recoit Lines Personaicze | Find | viewan | B mie 0 v0ty 0 Lam
N Receipt Lings | More Detads | Links god Stabs || flem /Mg Data || Opbonal inpul | Source ifoematon | [f#995)
- - oescroson Wcomtan  Facaptivis Acceptany st [a— S | et Do T
1 m Prolevsional serdces for Toal [ 100 00000 Canesied 245720
Climtertace Raceip Ll rmn Close St Infertace Asvel Wormaton
Al Save | Retum b Search i 4| Medimbint || Nty |5 Rekesh o Add
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Cancel a Receipt

STEP

CANCEL A RECEIPT

Path

Purchasing WorkCentre > Add/Update Receipt

Search for and

Maintain Heceipts

h Recaiving
Open t e Basiness Unit UNITC Receipt Staran Fuby Reconmd (3]
rece|pt N Receipt b 000274175 30 Header Comments Actines o
Header Detady Dacumest Status
PeopleSoft P
Salect Purchase Omer
Receipt Lines Parsonakze | Find | View A1 071 R Pt & 1ol 0 Last
1 C“Ck the Receiph Linen || More Detads || Linka gond Siahen || fioen ¢ Mig Dala || Dbonsl baput | Source bnteematon | [F55)
. Line — [ee— Ressiptony  *Fery UOM b “‘3: stams Catsgory i Bersal e it
x 1 Tesifiem 2. Receit DA | 5 nooo) B EA 100.00000 100000 Rscened 742000 - Nl x
1 nav - Track
Cnertace Receipt [l rum Close short Infedtace Axset Infomation
il Save | Astum o Seach 7] Previessinlind o | Hesfinlimd | 3 Molly | * Asfesh s Ak
Canceling Receipt cannot be reversed. Do you wish to confinue? (10300,33)
reTTTTT=——=—
Yes i Mo
Status IS now Maintain Receipts
Cancelled e
Business Unit UNITC Receipt Status Canceled
ReceiptID 0002074175 ‘Add Header Comment Activities
. Header Details Document Status
1. Click Header
g Seloct Purchase Order
J]J Save Receipt Lines Porsonalize | Find | View Al | C0| B Fist 4+ 10r1 * Last
ReceiptLines || More Details || Links and Status || Item/Mfg Data | Optionalinput || Source information
Line ltem Description ReceiptQly Lo ReceiptPrice Accept@ly Status Category e Serial Device  stock UOM
1 B Test ltem 2 - Receipt but no v B Ea 100.00000 Canceled 212000 EA
Interface Receipt Run Close Short Interface Asset Information
[Glsave | of Retumto Search | |#[] PreviousinList | .| MextinList |=]Motfy || Refresh 5 Add ||F Update/Display
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