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Procedure

In this topic you have placed a purchase order for several items. You have received
these items from the vendor. Your goal is to create a receipt for the item in PantherSoft
Purchasing.

You will be creating two receipts; one for items received by quantity, and another for
items received by amount.

FIU

Personalize Content | Layout Heln

Menu 2
5azrch:

[ My Favorites

[ Student Administration

- Employee Self-Service
- Manager Self-Service
1> Supplier Contracts

[- Custorners

- Products

[ Promotions

[- Customer Contracts

> Order Management

(- Customer Returns

[ ltems

> Cost Accounting

- Wendors

[ Purchasing

[- Inventory

[ eProcurement

I Services Procurement
- Sourcing

- Engineering

> Manufacturing Definitions
(- Production Control

> Configuration Modeler
> Product Configurations -
- Quality

[- Grants

[ Project Costing

- Proposal Management
- Maintenance Management
I- Resource Managemeit
[- Lease Administration

[+ Staffing

[ Travel and Expenses

> Billing

[ Accounts Receivable

- Accounts Payable

[- eSettlemnents

- Asset Management

> IT Asset Management
[ Banking

- Cash Management

[- Deal Management

Step | Action

1. Click the Purchasing link.
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FIU
[ —

I* Requisitions
I Request for Quotes
[» Procurement Contracts
[» Purchase Orders
I Receipts
[> Return To Vendor
[» Procurement Cards
I Supplier Schedules
I Analyze Procurement
> Inventory
[ eProcurement
[ Services Procurement
> Sourcing

@@ Purchasing

o requisitions, purchase orders, receipts, contracts, and related data.

Requisitions
Create, maintain, reconcile or review
“requisitions infarmation.
B Adddpciate Requistions
3 Approve Amourts
[ approve ChartFields
10 More

Purchase Orders
Add, maintain, and dispatch purchase orders.

> Engineering [ addindate Express POs

> i [ Al priate POs

> Production Control = :iﬁw

[> Configuration Modeler 18 Mare...

[ Product Configurations

[ Quality Procurement Cards

[ Grants Set up card data; I0ad, reconcile, o report on
> Project Costing procurement card transactions.

(- Proposal Management
> Maintenance Management
(- Resource Management
[ Lease Administration

[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

(- eSettlements

- Asset Management

[+ IT Asset Management
(> Banking

(- Cash Management

- Deal Management

(- Risk Management

(> Financial Gateway

[ WAT and Intrastat

[- Commitment Control

(- General Ledger

(- Allocations

(- Statutory Reports

- SCM Integrations

(- Set Up Financials/Supphy

BV Review Bank Statement
Reconcile
Process Statements
2 Mre:

Request for Quotes
Creats resuzsts o quites (RFGs), enter
wendor responses, or award RFGs:
B Addt piate RFOs
Bl Manage vendor Quote Groun
1 Dispatch Quates
6 blore

Receipts
Enter and load receiving data, generate
accrusls, review and repart on receipts
[ ddilpdate Receipts
ElLoad Receigts
EIProcess Receipts

13 More...

Supplier Schedules

Create, build, and sispatch supplier schecules
[ Scheduler's Workbench

[ Buiid Schedules

FDispatch Schedules

P Delete Schedules

Edit "Purchasing” Folder

Procurement Contracts
Define, mairtain, releass, review and report on
wendor and GPO cartracts:
FImanage Master Contracts
3 Acddpdate Cortracts
[ Dispatch Contracts
5 More

Return To Vendor
Creste return= to vendor (RTvs), dispatch,
reconcils o revisw RTVS
B sddtpdate RTY
Bbispatch RTvs
BIReconcils RTYs
S More...

Analyze Procurement
Azcumulste summarized data and analyze
purchasing and wendor data.
Bupdate Procuremert Info
1 Build Vendeor Analysis Cube
[ Review Supplier Performance
2 More

Step

Action

Receipts|

Click the Receipts link.

Click the Add/Update Receipts link.
Eddﬂ.lgdate Receipts

Click the Add button.

Use the Select Purchase order page to search for and retrieve purchase order
schedules against which to create receipts.

The search functionality of this page enables you to perform a broad or narrow
search based on a variety of search criteria. You can use one or all of the
available fields. After the search retrieves a list of items, you can identify the
selections and have the system place them on the transaction document.
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FIU

= Receipts | Mew Window | Help | & Page | B

I> Review Receipt neE
Information

I Reports Select Purchase Crder
= AddiUpdate Receipts
~ Load Receipts PO Unit: Fum| @ Days +i- Today: IE
— Process Receipts

= Ingpect Receints ID: Start Date: 0312312000 [
= Maintain Delivery
Information Line/Sched Num; ! End Date: 05/22/2009 [H
= Maintain Activity and
Maitain Actiuty and [ Vendor Name: [ & vendorLookup

Comments Release:
- % ftem ID: Q. Vendor ltem ID: I—Q
- Ec‘ifj;sgg;dmzﬂsm Ship To: l— & Manufacturer ID: |
: %‘—gzﬁmwem Ship Via: Q Manufacturer’s Hem ID: I
- Close Receipts ¥ Retrieve Open PO Schedules

— Generate Journals
P o [ searn |  No Order Oty  Ordered Gty & PO Remaining f
[ Supplier Schedules oK
[> Analyze Pr
> Inventony
(- eProcurement

| Cancel Refresh

[ Services Procuremnent

> Sourcing

(> Engineering

> Manufacturing Definitions
[ 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 ~|4] | 3

Step | Action

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

[Backspacel].

7. Select the '03/23/2009' entry in the 'Start Date' field and delete it by pressing
[Backspacel].

8. Select the '05/22/2009' entry in the 'End Date' field and delete it by pressing
[Backspace].

9. Click the Look up Vendor (Alt+5) graphic.
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~ Receipts ;l ) o i
I Review Receipt ew tindow | Help | &
Information
> Reports Look Up Vendor

= :
Ersceas Racoiis set: —
- Process Receipls
Vendor ID: [ begins with =] [

= Ingpect Receints
Short Vendor Name: 5z ins with = |

= Maintain Delivery
Information

= Maintain Activity and
Comments Look Uy Clear Cancel | Basic Lookup
= Maintain ChartFields _DI_I

= Close Backarders
= Close Landed Costs
= Accrue Receipts

Search Results
COnly the first 300 results can be displayed. Enter more information above and search again to reduce the number of gearch results.

- Buduet Check Wiew All 1100 of 200 5] La
~ Entry Event Reguest our

= Close Receints
~ Generate Journals
[> Return To Wendor

Old Yend
mer

‘endor ID Vendor Name 1

=== 5
= [ =
EN=RER 2
=EE NS
=
=
®
I

b Procurement Cards 0000000003 1 2THAYENUE-001  12TH AVENUE GRAPHICS {blank) 5819502

I Supplier Schedules 0000000007 2002FFCECC-001 2002 FFCEC CONYENTION FUND (blank)  £902249¢

[> Analyze Procurement 0000000011 2GENTERPRI-001  2G ENTERPRISES blank) B425231¢
[ Inventory 0000000013 450UND-001 450UND hlank] blank) f5114800
[ eProcurement 0000000014 4IMPRINT-001 AIMPRINT INC (blank) (blank)  3918371C
| SR TR 0000000015 50STATESEC-001 50 STATE SECURITY SERVICE ING {blank) (blanky 5813544
ng“i'::;?i" 0000000017 7871 INC-001 7671 ING (blank) (blanky 6509230
e e — 0000000015 A0MINUTECO-001 30 MINLITE COURIER ING (blank) (blanky  6502383¢
[ Production Control —J 0000000021 ABILLIARD-001 A1 BILLIARD SERVICES INC hilank) blank)  5819214.
[ Configuration Modeler 00000000 OMNEMAINTE-001 A1 MAINTENANCE SERVICES hlank) blank) 650057 6f
> Product Configurations 0000000024 AAMERSEPTIO01 A AMERICAN SEPTIC AND PLUMBING NG blank) 65098097
(> Quality 0000000026 ARBULKMAIO01 AAND B BULK MAILERS INC hlank) blank) 5821551
- Grants 0000000041 ALEONINTER-001  ALEON INTERIORS MANUFAGTURES (blank) {blanky  5816848¢
- Project Costing 0000000042 AMLEONARD-001 £ M LEONARD INC {blank) (olank) 31055860
i;:?:::;"’i:"agﬁ':;e"r‘“em 0000000044 ANUNEZCON-001  AMUNEZ CONTRAGTOR (blank) {blanky  £B00035°
' Resource Maragement 0000000047 AZSTATEWID-001  ATO Z STATEWIDE PLUMBING NG (blank) {planky 5825835
' Loase Administration 0000000051 ATATRANSPO-001 A1ATRANSPORTATION ING (blank) {blanky  B506E16.
. Staffing 0000000054 ARAFLAGBAN-001  AAAFLAG AND BANNER MANUFACTURING GO (blank) blanky — 9520310¢
> Travel and Expenses 0000000065 ABCECHOOL001 ABC SCHOOL SUFPLY ING blank {blanky 5806102
0 Billing 0000000066 ABCOFFICE-001  ABC OFFICE DBA AMERIGAN BINDING COMPANY {blanky  £704475.
> Accounts Recefvable 0000000068 ABLESANITA-00T  ABLE SAMITATION NG ADIVISION OF UNITED SITE SERVICES (hlanky 59123
P LTS AT 0D0000007 1 ABRAHAMAN-001  ABRAHAM ANTENNA SERVICE {blank) talanky swsfi;l
(- eSettlements ~|4] N

Step | Action

10. Enter the desired information into the Short Vendor Name: field. Enter
"Oodell".

This will search for any vendors that include the 'Dell' name.

11. | Click the Look Up button.

12. | Click the DELL-003 link.

DELL-003]
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FIU

= Receipts ] il Mew Window | Help | C Page | /&
[ Review Receipt
Information
I

Select Purchase Order

= Load Receipts PO Unit: Flunt Q Days +I- Today: l_
— Frocess Receipts
- Inzpect Receints D: Start Date: E
= Maintain Delivery
Information Line/Sched Num: i ,— End Date: EU
= Maintain Activity and
e Release: — Vendar Wame: [PELGod @ ender Lockap
_ 72?2?:;3%::;2"2“ ttem ID: Q. vendor ftem ID: Q
= Close Landed Costs . . .
— Accrue Recelpts Ship To: Q Manufacturer ID: |
. _q_ga::l g,g:teéé west Ship Via: Q Manufacturer's tem ID: I
- Close Receipts ¥ Retrieve Open PO Schedules
~ Generate Journals
P o [georn |  No Order Gty  Ordered Gty # PO Remaining ]
[ Supplier Schedules oK
[> Analyze Pr
> Inventony
(- eProcurement
[ Services Procuremnent
> Sourcing
(> Engineering
> Manufacturing Definitions
[ 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 ~|4] | 3

| Cancel Refresh

Step | Action

13. | Click the Search graphic to find any vendors with the name 'Dell-003'.

14. | Click the Select Checkbox for the item you wish to create a receipt for.

|

15. Click the OK button.
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FIU

Maintain Receipts

- AddiUpdate Recaipts
- Loa eceipts Receiving

— Frocess Receipts

= Inspect Receipts N ~

= Maintain Delivary Business Unit:
Information

= Maintain Activity and
Comments

Receipt ID:

= Maintain ChariFields
= Close Backarders

= Close Landed Costs
= Accrue Receipts

~ Budget Check

~ Entry Event Reguest

F

Select Purchase Qrder

Receipt Lines
Mors Details

| Receipt Lines

Fluo
NEXT

Header Details

Receipt Status: Cpen

Add Comments Activiies

Customize | Find | ¥

" ttem /Wiy Data | Optional Input | Source Inform;

b

= Receipts ] il Mew Window | Help | C Page | /&
[ Review Receipt
Information
[ Repe

First 4] 1

2oi2 ¥ Last

[ Analyze Procurement
> Inventony
(- eProcurement
[ Services Procuremnent
> Sourcing
(> Engineering
> Manufacturing Definitions
[ 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 ~|4]

W Interface Receipt

Esave | Elnotity | Refresh

Interface Asset Information

= Close Receints & " - Receipt ‘Recy Accept Device Stock Device

~ Generate Journals Line tem Descrigtion  Erice Oty UoM Qaty Status Serial Track UOM  Track
[> Return To Wendor CP550SL 550
1> Procurement Cards 1 B YAUPS 145000 [250000 By [EA @ zsooooopen T En ?EV'EE ®
[ Supplier Schedules {AD513680) iECE

Ertd

Step | Action

16.

Enter the desired information into the Receipt Qty field. Enter "15.0000"which
is less than the initial Purchase Order request of "25.0000".

For this Purchase order, only received 15 of the 25 items ordered were
received. It is important that the Receipt Qty field accurately reflects that
amount that was actually received, and not the amount on the Purchase order.

17.

Click the More Details link.
hlore Detailz

18.

Click the Optional Input link.

19.

Click the Receipt Lines link.

20.

Click the Save button.
%Save

21.

Click the Home link.

Notice that the Receipt Status has changed to 'Received’, and a Receipt ID
has been generated.

o]
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Step | Action
22. | The first receipt that we completed only dealt with Quantity received. However,
some Purchase Orders will require you to deal with Amount received instead.
This following receipt will allow you to familiarize yourself with receipts that
deal in Amount
The steps to search and create the receipt are the same as before, so we'll
jump into a receipt form already populated in the Maintaining Receipts page.
23. | Enter the desired information into the Price field. Enter "4000.00", which is
less than the initial Purchase Order request of "6398.2200".
Sometimes the amount paid is less than the Purchase Order requests. It is
important to make sure that the actual amount paid is reflected under the
Price field.
24. | Click the Horizontal button of the scrollbar.
I
25. | Click the Horizontal button of the scrollbar.
L J
26. | Click the Optional Input link.
Cptional Input]
27. | Click the Receipt Lines link.
28. | Click the Save button.
29. | Click the Home link.
Notice that the Receipt Status has changed to 'Received’, and a Receipt ID
has been generated.
| Home |
30. | Congratulations. You have successfully Created a Receipt in PantherSoft
Purchasing.
End of Procedure.
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