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Procedure

The Receipt Header Comments page enables you to enter comments that pertain to the
entire receipt. You can access this page by clicking the Add Comments link on the
Receiving page.

The Activities page enables you to enter information that pertains to a receipt activity.
You can access this page by clicking the Activities link on the Receiving page.

In this topic, you have created a receipt for some items. You need to enter additional

information for this receipt.

Fersonalize Content | Lavout

Menu
search

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

- Deal Management

B0 B

Help

Step

Action

Click the Purchasing link.
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FIU

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

Requisitions

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..

Manags recuistions, purchass orders, recsipts, contracts, and refated data

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.
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W rentzseps

FIU

Menu

[» Requisitions

I Request for Quates

[» Procurement Contracts
I Purchase Orders

I» Receipts

[» Return To Vendor

[» Procurement Cards

> Supplier Schedules

> Analyze Procurement

Receipts

ddUpdate Receipts
{Enter receipt information such as distributions,
“rejects, and asset tag IDs.

Inspect Receipts
[ Inventory Inspect receipts according to inspaction
(- eProcurement instructions; set up necessary RTVs.
[- Services Procurement
> Sourcing
(> Engineering Maintain ChartFields

> Manufacturing Definitions
[ Production Control

Crverrice receipt distribution ChartField values

(> Configuration Modeler

(- Product Configurations

(> Quality Accrue Receipts

(- Grants Accrus unbilled recsipts in a receipt accrual
> Project Costing liability accourt

(- Proposal Management
(> Maintenahce Management

- Resource Close Receaipts

b (Lo A6 [ T ey Close receipts that have been interfaced o
> Staffing matched.

> Travel and Expenses

> Billing

(- Accounts Receivable

(> Accounts Payable Reports

[> eSettlements Generate receiving reports such as summaries,
(- Asset Management labelz, and accruals

[ IT Asset Management = Receipt Delivery

(> Banking B sdvanced Shipment Receints

[- Cash Management e B Planned Receipts

(> Deal Management 10 More...

[ Risk Management

(> Financial Gateway

[ WAT and Intrastat

- Commitrnent Control
> General Ledger

(- Mlocations

(- Statutory Reports

(> SCM Integrations

[ Set Up Financials/Supply =

Enter and Ioad recaiving data, generate accrusls, review and report on receipts

Load Receipts
Load receipts received through the ASR EIP,
PO Receipts EIP, or an EDC system,

Mal Delivery Information
Wiew delivery location and ship ta information
for the goods.

Close Backorders
Cancel backordered quartities of stocklsss
ftems

Budget Check
Budget-check receipt accrual amourts or
quantities against predefined hudgets.

Generate Journals
Recuest a process ta create the journal ertries
that General Ledger uses.

Eciit "Rereipts" Folder

Process Receipts
Load receipts to inventory putaway, asset load
or production management process.

Maintain Activity and Comments
Enter or track activities and comments
associted with a receigt

Close Landed Costs
Close out-of-tolerance receipt ines or charges;
review voucher line charges

Entry Event Request
Run a process to create entry event
accounting entries for receipt accruals.

Review Receipt Information

Run inguiries on receipt details and activities.
B tdvanced Shipment Receigts

3 45N History

BReceipts

4 More:

Action

3. Click the Add/Update Receipts link.

Eddﬂ.lgdate Receipts

4. Click the Find an Existing Value link.

[Find an Existing Walug|
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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
= Accrue Receipts
= Budget Check
= Entry Event Request
= Close Receipts
~ Generate Journals
[> 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
> Maintenance Management
(- Resource Management
[ Lease Administration
[ Staffing
(- Travel and Expenses
[ Billing
[ Accounts Recefvable
(- Accounts Payable
[ eSettlements LI

Receiving

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

1 Find an Existing Value {_ Add a New Value

Mew Window | Help | B

=]

Business Unit: - FIUD1| Q

Receipt Number:  [bgins witn =] |

Bill of Lating: [begins witr =] [

PO Business Unit: [egins with =] | Q

Htem ID: beging with | Q

PO Number: begins with ] aQ

Ship To Location: [hagins with =] Q
Shipment Number: [ hagins with |

Vendor ID: begins with =] Q
Received Date:  [= =T El

Receipt Status:  [= = =l
User ID: [ begins with =] a

I case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Yalue |Adn a Mew Walue

Step

Action

Enter the desired information into the Receipt Number: field. Enter "00000" to
search for the desired receipts.

Click the Search button.

0000099999

Click the 0000099999 link to select the desired receipt.
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FIU

~ Receipts 2] e Window | Help | & Pags | B
I Review Receipt ‘ | =
Information

b Reports . Maintain Receipts

Receiving

= Process Receipts
= Inspect Receipts N _ _ o
~ Malntain Delivery Business Unit: Flum Receipt Status: Recetved ®

Infarmation . .
~ Maintain Activity and Receipt ID: 00000894999 Add Comments Activilies
Cormments
= Maintain CharlFields
= Close Backorders
= Close Landed Costs Select Purchase Order
~ Accrue Heceipts P - ™1
- e Retenis Rocot Lines Cusz st B rirst 41 4O
- Enlry Event Reguest |f Receipt Lines ' More Detalls | Links anc Status | tem /Mig Deta | OptionalInput | Source Information
= Close Receints
— Generate Joumals
[> Return To Vendor
[» Procurement Cards
[ Supplier Schedules
> Analyze Pr
> Inventory
[ eProcurement
[- Services Procurement
- Sourcing Esave | EReturnto Search Previous in List | +ElNext in List | [ty | U Refresh E|
(- Engineering
(- Manufacturing Definitions
(- Production Control =
(- Configuration Modeler
[ Product Configurations

Header Details Docurent Status

=

o I~ N Receipt ‘Recv Accept . Device Stock  Devicy
Line Hem Description ~ Price oty oM gmstatus Caterory Senal.mmk oM Track

Maintenance
1 = agreementfor #5.00000 1.0000 By Mo @ 1.0000 Received MAINTENAMCE [~ [T Mo @
MEC

Devicg
Track

I” Interface Receipt Interface Asset Information

> 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

Click the Add Comments link to enter comments for a transaction. You can
enter a unigue comment or select from predefined standard comments.

Add Comments

Use the Sort Method: drop-down list to select the method that you want to
use to sort the comments retrieval.

-Comment Time Stamp: Select to sort the comments by the time stamp
assigned by the system when they were created.

-Vendor Flag: Select to sort by comments flagged to be sent to the vendor.

10.

Click the Sort Sequence: drop-down list to sort by Ascending or
Descending dates.

11.

Click the Copy Standard Comments link to copy standard comments to the
purchase order header comments.

[Copy Standard Cornmeritsf
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Step | Action
12. | Click the Action drop-down table to select the action that you want to perform

on the standard comments. For the purpose of this topic we will select 'Copy
Comment'.

13.

Click the Search graphic to select a comment type. This will allow you to
chose from a list of Standard Comment types specified by FIU.

14.

Click the BBC link.
BB

15.

Click the Search graphic to select a comment that is associated with the
Comment Type, which in this topic is 'BBC'.

=

16.

Click the BBC link to select the 'Biscayne Bay Campus Address' comment.
BB

17.

Click the OK button.

Notice how the comments field is now populated with shipping information for
the BBC campus.

18.

Click the OK button.

19.

Click the Activities link.

Use the Activities page to enter and track activities associated with a
particular transaction. Keep the activity comments organized by logging the
due date and by selecting the Done check box.
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FIU

= Receipts |
I Review Receipt
Information
I- Reports

= AddiUpdate Receipts
= Load Receipts
~ Process Receipts
= Inspect Receipts
= Maintain Delivery
Infarmation
= Maintain Activity and
Cormiments
= Maintain ChariFields
= Close Backorders
= Close Landed Costs
= Accrue Receipts
= Budget Check
= Entry Event Request
= Close Receipts
~ Generate Journals
[> Return To Vendor
[» Procurement Cards
[ Supplier Schedules
> Analyze Procurement
> Inventory
[ eProcurement
[- Services Procurement
[- Sourcing
(- Engineering
(- Manufacturing Definitions
(- Production Control
(- Configuration Modeler

Maintain Receipts

Activities

Business Unit: Flun1 Receipt ID:

Done  *Due Date Comments

0000039339

Mew Windaw | Help | ¢ Paie | B

Receipt Status:  Received

First [4] 1 of 1 [P Last

=N —

€ FHE

0K Cancel Retresh

(- Product Ci
> Quality

(- Grants

[ Project Costing

(- Proposal Management

> Maintenance Management
(- Resource Management

[ Lease Administration

[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

[ eSettlements LI

Step

Action

20.

Enter the desired information into the *Due Date field. Enter "04/30/2009".

21.

Enter the desired information into the Comments field. Enter "Confirm
qguality of items received".

22.

Click the OK button.
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~ Receipts = M Window | Help | C Page | B
I Review Receipt [ Help | B
Information

I- Reports

Maintain Receipts

Load Receipls Activities
~ Process Receipts
= Inspect Receipts
= Maintain Delivery

Infarmation .
-~ Maintain Activity and Receipt ID:

Cormiments
= Maintain ChariFields
= Close Backorders
= Close Landed Costs Select Purchase Order
= Accrue Receipts
= Budget Check
= Entry Event Request

Business Unit: FILmM Receipt Status: Received )(

0000089999 Edit Comments  fciiiliesi

Header Details Docurent Status

=

Receipt Lines
| Receipt Lines | More Details | Links andl Stetus

" hem / Mig Data ) Optional Input § Source Infarmation

= Close Receipts o I~ N Receipt ‘Recv Accept . Device Stock  Devicy
— Generate.oumals Line tem Description Price oty Uom oty Status  Category Serial Track UOM Track
:;EE(“T" T“V:‘"g"fd Maintenance Devicd
rocurement Cards 1 B agreementfor 2500000 1.0000 MO 1.0000 Receivad MAINTENANCE MO ==
[ Supplier Schedules = MNEGC & a = g l_Q Track
[> Analyze Pr —
- I Interface Receint Interfae Asset Information
[- 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
- eSettlements ~|4] | »

Bsave | ORetunto Search Previous inList | +ElNextinist | Elhatity | @ Refresn E

Step | Action

23. Click the Save button.

24, Click the Home link.

25. | Congratulations. You have successfully entered Receipt Comments and
Activities.
End of Procedure.
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