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Procedure

The receipt status on a purchase order is determined during the Purchase Order
Reconciliation process. The different receipt header status are Open, Received, Hold,
Moved, Complete, and Canceled. The receipt status should not be confused with the

status of an associated purchase order.

In this topic you will have received a shipment of items on a purchase order. Your
supervisor has told you to put this receipt on hold while he/she works on another order
for more shipments from this company. Your goal is to adjust the status of the receipt for

this shipment to 'hold'.

FIU —

Personalize Content | Lavout

Menu
Search:

®
[- My Favorites
[> Student Administration
- Employee Self-Service
- Manager Self-Service
- Supplier Contracts
[- Customers
(- Products
[ Promotions
[ Customer Contracts
> Order Management
[- Customer Returns
[ tems
[ Cost Accounting
[ Vendors
- Purchasing
- Imsentory
[ eProcurement
[- Services Procurement
- Sourcing
- Engineering
> Manufacturing Definitions
- Production Control
[ Configuration Modeler
[ Product Configurations:
[ Quality
[ Grants
> Project Costing
- Proposal Management
- Maintenance Management
- Resource Management
(- Lease Administration
[+ Staffing
[ Travel and Expenses
> Billing
[- Accounts Receivable
- Accounts Payable
[ eSettlements
- Asset Management
[- IT Asset Management
- Banking
- Cash Management

- Deal Management

BEBE

Heln

Step [ Action
1. Click the Purchasing link.
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Menu

[» Requisitions

I Request for Quates
[» Procurement Contracts
I Purchase Orders

I» Receipts

[» Return To Vendor

[» Procurement Cards
> Supplier Schedules

> Analyze Procurement
(- Inventory

(- eProcurement

[- Services Procurement
> Sourcing

(> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler
(- Product Configurations
(> Quality

[ Grants

(- Project Costing

(- Proposal Management
[ Maintenanhce Management
- Resource Management
[ Lease Administration

[+ Staffing

> Travel and Expenses

> Billing

(- Accounts Receivable

- Accounts Payable

[ eSettlements

(- Asset Management

(- IT Asset Management

(- Banking

(- Cash Management

(- Deal Management

[ Risk Management

(> Financial Gateway

[ WAT and Intrastat

- Commitrnent Control

> General Ledger

(- Mlocations

(- Statutory Reports

(> SCM Integrations

[ Set Up Financials/Supply =

@

= Purchasing

Creste, maintain, reconcile or review
“recuistiorss information

[ sl nciate Reauisitions

B £pprove Amounts

[ spprove ChartFields
10 More...

Purchase Orders
Ak, mairtain, anel dispatch purchase orders.
[ Al ptiate Express POs
[ addilnciate PO
B &pprove Amounts
16 More

Procurement Cards
Set up card date; load, reconcile, or repart on
procurement card trarsactions
B Review Bank Statement
Reconcile
Process Statements
2More..

Manage requistions, purchase orders, recsipts, contracts, and related data
‘Requisitions

Request for Quotes
Creste requests for quates (RFGs), enter
wendor responses, or sward RFCs
B cdilpdste RF Gz
Elhtanage Yendor Guote Group
EIDispatch Quates

B More...

ceipts
Enter and Ioad receiving data, generats
accrugls, review and report on receipts.
B Addd pdate Receipts
BlLoad Recsigts
Elprocess Receipts

13 More

Supplier Schedules

Creste, build, and dispatch supplier schedules
[l Scheduler's Workbench

1 Build Schedules

ElDispatch Schedules

FDelete Schedules

Eciit "Purchasing" Folder

Procurement Contracts
Detine, mairtain, release, review and report on
wendor and GPO cortracts
EImanage Master Contracts
3 £dddpdate Contracts
BIDispatch Cortracts
S More...

Return To Vendor
Create returms to vendor (RTvs); dispatch,
reconcile or review RTVs.
3 Addipdate RTY
BlDisnatch RTvs
[ Reconcie RTYs
5 More

Analyze Procurement
Accumulste summarized data and analyze
purchasing nd vendor data
= Unciate Procurement Info
= Build endor £nalysis Cube
I Review Supplier Periormance
2 More...

Action

Click the Receipts link.

Click the Add/Update Receipts link.
Edd.l’Ugdate Receipts

Click the Add button.
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=~ Receipts |
I Review Receipt
Information

I Reports

- AddiUpdate Receipts
- Load Receipts
— Frocess Receipts
= Ingpect Receints
= Maintain Delivery
Information
= Maintain Activity and
Comments
= Maintain ChariFields
= Close Backarders
= Close Landed Costs
= Accrue Receipts
~ Budget Check
~ Entry Event Reguest
= Close Receints
~ Generate Journals
[> Return To Wendor

Select Purchase Order

PO Unit:

ID:

Line/Sched Num:
Release:

Item ID:

Ship To:

Ship Via:

[Froo] @
——
1

—

 a
a

—

¥ Retrieve Open PO Schedules

Search

[> Procurement Cards
[ Supplier Schedules oK
[> Analyze Pr

> Inventony

(- eProcurement

[ Services Procuremnent

> Sourcing

(> Engineering

> Manufacturing Definitions

| Cancel Refresh

[ Production Control b
(> Configuration Modeler

> Product Configurations

(> Quality

[ Grants

(- Project Costing

(- Proposal Management

- Maintenance Management
- Resource Management

[ Lease Administration

[+ Staffing

> Travel and Expenses

> Billing

(- Accounts Receivable

(- Accounts Payable

(- eSettlements

LKl

Days +i- Today:
Start Date:

End Date:
Vendor Name:
Vendor tem ID:

Manufacturer ID:

Mew Window | Help | C:

Page | B

[
0312412009 [
05/23/2009 [

@, ¥endor Lookup

 a

=]

Manufacturer’s item ID: I

© No Order Qty

 Ordered Oty

PO Remaining 0f

Step | Action

5. Select the '30' entry in the 'Days +/- Today:' field and delete it by pressing

[Backspacel].

6. Select the '03/23/2009' entry in the 'Start Date' field and delete it by pressing

[Backspacel].

7. Select the '05/22/2009' entry in the 'End Date' field and delete it by pressing

[Backspace].

Select the PO Remaining Qty option.

Click the Search button.

10.
O

Click the Checkbox option associated with your desired PO.

11. Click the OK button.
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= Receipts
I Review Receipt
Information
I- Reports

~ Process Receipts

= Inspect Receipts

= Maintain Delivery
Infarmation

= Maintain Activity and
Cormiments

= Maintain ChariFields

= Close Backorders

= Close Landed Costs

FIU

Maintain Receipts

Receiving

Business Unit: Fluo

Receipt ID: NEXT
Header Details

=

Select Purchase Order

= Accrue Receipts

= Budget Check

= Entry Event Request

= Close Receipts

~ Generate Journals
[> Return To Vendor
[» Procurement Cards
[ Supplier Schedules

Receipt Lines
| Receipt Lines

More Details ' Links and Status | ftem / Mig Data

Receipt Status:

Add Comments

v

Iew Windaow | Help | C

Page |

el

Open

Activilies

Optional Input | Source Infarmation

=]

Line Hem Description
Opal RT
Sofware

RT-LAB Solo

N Receipt
Brice oty

0000000 [looon By [Ea q

Device
Track

Stock
uom

ial

‘Recy ““—“;ﬁ Status Ser M Status

uom

10000 open - Ex O Pending

Device
Track

Device
Track

> Analyze Pr
> Inventory
[ eProcurement
[- Services Procurement
[- Sourcing
(- Engineering
(- Manufacturing Definitions
(- Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
(- Grants
[ Project Costing
(- Proposal Management
> Maintenance Management
(- Resource Management
[ Lease Administration
[ Staffing
(- Travel and Expenses
[ Billing
[ Accounts Recefvable
(- Accounts Payable

™ Interface Receipt

Esave | Elnctity | “LRefresh

[ eSettlements

M K|

Interface Asset Infarmation

S

Step | Action

12.
page.

Header Details

Click the Header Details link to access the Maintain Receipts - Header Details
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= Receipls
I Review Receipt
Information
I Reports

- Load Receipts
— Frocess Receipts
= Ingpect Receints

Maintain Receipts

Header Details

Unit: Fluni *Receipt Date: 041232008 [ Receipt Time: |3:41AM
= Maintain Delive
Infarmation Receipt ID: MEXT User ID POTIDAL
= Maintain Activity and
Comments Receive Source: On-line Receipt Status: Cpen
= Maintain ChariFields
~ Close Backarders Vendor: Name:
= Close Landed Caosts N B
- Accrue Receipts Location: *Ship To:
~ Budget Check y
— Entry Event Recusst Last Change Date Last User to Modify
= Close Receints =
~ Generate Journals N . l—
1> Return To Vendor Carrier ID: a Container 1D:
[> Procurement Cards i "
5 Vehicle ID: 9
[ Supplier Schedules Nbr Cartons:
[> Analyze Procurement Driver ID: . l—
> Inventory Pallets In:
(- eProcurement Bill of Lading: .
> Services Procurement Pallets Out:
[ Sourcing Pack Slip: Port Of Unloading: Q
[ Engineering
[ i Number: Ship From Country:  [CAN O
[ Production Control b
(> Configuration Modeler Pro Number: Ship From Location: Q
> Product Configurations =
(> Quality
- Grants Invoice:
> Project Costing ™ atoww Ens
(- Proposal Management Invoice Dt Op: Match Status: To Match
(- Maintenance Management _
[ Resource Management Freight Terms: Match Rule: STANDARD O
[ Lease Administration
[+ Staffing
[ Travel and Expenses ™ Hold Receipt ¥ Process Manufacturing
- Billing i I Hold Inventory ¥ Process Inventory
(> Accounts Receivahle r = —
- Accounts Payable Hold Assets Process Assets
[P GEEIEIELD Zl ok | concel | mepew | N

Mew iindows | Help | Custornize Pace | /B =

=

Step

Action

13.

Click the Vertical scrollbar.

14.

O

Click the Hold Receipt check box to hold processing of this receipt in
PantherSoft purchasing.

15.

Click the OK button.
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Page | B

Home
= Receipts ] 2] e Window | Help | G
I Review Receipt
Information

I Reports = Maintain Receipts

e _—

= Load Receipts Receiving

~ Process Receipts

= Inspect Receipts

~ Maintain Delivery Business Unit: Flum Receipt Status: Hold )(
Infarmation . .

- Maintain Actiity and Receipt ID: NEXT Add Comments  Acthities
comments || 0 g

= Maintain ChariFields o Header Details

= Close Backorders

= Close Landed Costs Select Purchase Order

=]

= i =g ~
- giﬂ”s‘%ii'kts Receipt Lines LUST0 First (44 [H
Budget Check ——
- Enlry Event Reguest |f Receipt Lines ' More Detalls | Links anc Status | tem /Mig Deta | OptionalInput | Source Information
= Close Receipts o . N Receipt ‘Recv Accept . Device  Stock Device
— Generate.oumals Line Hem Description ~ Price oty LoM Qn[Status Serial ;- uom  AMStatus Lo
[> Return To Vendor
Opal RT
— " Device
[ Procurement Cards 1 = Software 200.00000 |1.0000 B2 ea @ to0000Hed T T EA  Q Pending
I> Supplier Schedules = RT-LAB Sola Track
> Analyze Pr
| Dty i Interface Asset Information
| ™ Interface Receipt AMENACE ASSETINOINMAUGN
[- Services Procurement
> Sourcing Esave | Elnotity | Refresh B4

(- Engineering

(- Manufacturing Definitions
(- Production Control =
(- Configuration Modeler

[ Product Configurations

> Quality

(- Grants

[ Project Costing

(- Proposal Management

> Maintenance Management
(- Resource Management

[ Lease Administration

[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

- eSettlements ~|4]

Step

Action

16.

Click the Save button.

Notice how the Receipt Status has changed to 'Hold'.

17.

Click the Home link.

18.

End of Procedure.

Congratulations. You have successfully Adjusted the Status of a PO Receipt.
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