FMS Requester User Guide

ﬁ‘ Express Steps: Creating PO Recelpts
Purchasing > Receipts > Add/Update Receipts

1. When you receive the e-mail notifying you that your requisition has been sourced to a
Purchase Order, save this email. When you receive the goods or the service has been
performed, copy the PO number from the e-mail by highlighting it and either pressing
Ctrl-C or right-clicking it and selecting Copy from the pop-up menu.

Date: Fri, 16 Mar 2007 15:49:22 -0400 (EDT)

From: psoft-admin@bgsu.edu

To: krahrig@bgnet bgsu.edu

Subject: Your requisition has been sourced to a Purchase Order.

Highlight the PO number and copy it either by pressing j

Content-type: text/plain; Ctri-C or right-clicking on it and selecting Copy from the

pop-up menu

Requisition numb 755 has been sourced to PO number
WROINELEY The delivery date is 2007-03-16

2. From the Menu Pagelet select Purchasing > Receipts > Add/Update Receipts.

3. The Receiving page is displayed. Make sure Add a New Value is the active tab. Click
Add

4. The Select Purchase Order page is displayed. Paste the PO number you just copied
into the ID field. Either click the ID field to select it and press Ctrl-V or right-click in
the ID field and select Paste from the pop-up menu.

5. Just in case you did not use your default Ship To location for this requisition, delete
the entry in the Ship To field.

6. Click _Search |

Select Purchase Order

PO Unit: [pesun e Days +I- Today: [299
ID: [oo00122178 Start Date: [o7i0872008 [5)
Line/Sched Hum: T End Date: [12i27i2011 )
Release: l— Short Vendor Name: I & Vendor Lookup
ftem ID: f Q@ Vendor Item ID: | Q
Ship To: I Q Manufacturer 1D: | Q
Ship Via: I Q Manufacturer's ltem ID: I Q
¥ Retrieve Open PO Schedules
| Seanch | & No Order Qty € Ordered Qty € PO Remaining Qty
OK | Cancel Refresh
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7. At the Retrieved Rows section, click the SEL checkbox for the desired PO ID.

First 4] 1of 1 [ Last

Retrieved Rows Customize | Find | View All | 8
Selected Rows | Shipping Related ¥ More Details
Sel POUNit POID Line Sched Release DueDate [te Description

s BGESUN 0000122176 1 1 01/08/2009 Sebo Rubber Flooring Replaceme

Selectall 0 Clearan

OK || Cancel | Refreshl
8. Click o< |

9. The Receiving page is displayed. If you are receiving goods, enter the Receipt Qty.

Maintain Receipts

Receiving
Business Unit: BGSUN Receipt Status: Cpen b4
Receipt ID: MNEXT Add Comments Activities
Header Details
[3

Select Purchase Order

JEEE RIS Customize | Find | V
Receipt Lines i More Details *{" Links and Status tem / Mfg Data i Opticnal Input Source Infermation
Receipt *Recv Accept ¢\ 1 gerig D8VICE Stock  Device
Qty

Line Item Description Price aty Uon Track UOM Track
Sebo Rubber :
=N Device
1 B Flaaring 16544.00000 B E a open I I Ea a o b4
Replaceme —
I™ Interface Receipt Print Delivery Report I Run PO Receipt Accrual | Interface Asset Information

& save || [=] Motify | 4 Refresh | ErAdd Updalea’Dusp\ayl
—_

10.If you are receiving dollars from a Blanket Requisition, enter the Price (the amount
of this single purchase).

Receipt Lines
Receipt Lines § More Details | Links and Status ' Kem/Mfg Data

Description Price Receipt

Blanket far

Women's Tennisl 1.0000

-

11.Click & save |
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