Receiving against Purchase Orders without Assets
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Pull up the requisition through eProcurement>Manage Requisitions.  Make sure you have the purchase order number(s) associated with the Requisition.  The Status must say “PO Dispatched” or “Partially Received” to be able to issue a receipt against a purchase order (if not, contact the Buyer listed on the po).  Change the drop down menu on the far right hand side to “Receive Order” and click on the “Go” button.
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Change the Business Unit (if necessary) and click on the “Add” button.

***This screen can also be accessed through Purchasing>Receipts>Add/Update Receipts on the “Add a New Value” tab. ***
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Enter the 10 digit purchase order number in the field labeled ID and click on the “Search” button.
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To see all of the available lines on the purchase order click the “View All” link just above the word “Description” (activated if more than 5 lines).  Select the lines you need to receive against by placing a check mark in the box under the column titled “Sel” or click on the blue “Select All” link (just above the “OK” button) to select all of the lines and click on the “OK” button.
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The Receipt Quantity will default in as the entire quantity ordered on the line. There are some agencies who issue receipts through the blind receiving method where the field is empty and a value must be entered.  Make any necessary changes to the Receipt Qty to process a partial delivery.  The next time a receipt needs to be issued, each line will show a number in the Prior Receipt column showing the entire quantity received so far.
You can add header comments to the Receipt by clicking on the blue “Add Header Comments” link (just below Receipt Status).  The information entered stays only with the Receipt.
You can also complete information on all of the other tabs by clicking on each one separately and filling in the fields.  You can view all tabs at once by clicking the icon to the right of Source Information (Expand All).  The information entered stays only with the Receipt; it does not go forward to the Accounts Payable module.
Click on the Serial check box on each necessary line to allow the entry of Serial/Manufacturer ID numbers.

Click on the blue “Header Details” link to access the following page.  This is a requirement if the items/services were physically received on a different day from when the receipt was started.
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The Receipt Date and Time must be entered for:

· Products as the date the items were physically received

· Equipment as the date the items were physically received

· Service as the date service was rendered, the last day of service billing period or the last day of month billed.
The Receipt Date and Receipt Time will automatically default in as the date and time you started the receipt.  Entering the correct Receipt Date is crucial.  
The invoice date (entered by Accounts Payable on the voucher) impacts when payment is sent to the vendor.  The latter of the invoice date and receipt date impacts when interest is applied on late payments.

You can type the date in mmddyyyy format or pick the date from the calendar icon to the right of the “Receipt Date” field.  When finished, click on the “OK” button at the bottom of the page to return to the previous page. 
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Once you click on the “Save” button, the “Receipt ID” will turn from “Next” to a system generated number.
Write the Receipt ID number on the purchase order paperwork per your agency’s Accounts Payable instructions.

You can click on the red “X” next to “Received” to cancel this receipt immediately.
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When the warning is returned, click on the “Yes” button.  You will be able to receive against the purchase order again.
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The Receipt Status will change from “Received” to “Canceled”.
You can start a new receipt from this page by clicking the “Add” button in the right hand corner.

If you need to cancel a receipt at a later time you can access the process through Purchasing>Receipts>Add/Update Receipts on the “Find an Existing Value” tab.  Enter the Business Unit, the Receipt number or purchase order number and click the “Search” button. 
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Then run the process as outlined above.
Receiving against Purchase Orders with Assets

Follow the same steps for receiving against a non-asset purchase order and then notice 
under the column heading “AM Status” you will see a blue link labeled “Pending” on each line that is set up as an asset (lines 1 and 2 in the example below).  The Receiver must have an asset tag number, a custodian (the person primarily responsible for the piece of equipment) and the location (where the item will be physically located) for each asset item on the purchase order.
Simply stated – an asset to the State is a single line item over $500 with an expected life of a year or more.  There are times when an item will not meet those qualifications, but the agency wishes to track it as an asset through PeopleSoft and it will be set up as such.  If you feel something comes through or does not come through as an asset by mistake, then contact the Buyer listed on the purchase order.
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Click on the blue “pending” link for the first asset item and the following page will appear.
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In this example, line number 1 has a quantity of 2.  Once you have completed the Tag Number for the first item, enter a unique tag number for the second item and complete the Serial ID numbers (if the boxes are active and the items have a serial number).
If you have multiple items and have sequential asset tag numbers or serial numbers, then you can enter the first asset tag number in the field labeled “Enter Starting Number”, leave the multiplier as “1” and the Start Row as “1” and click on the “Apply” button.  This will auto fill the tag numbers in sequential order in for you.  You can change the drop down to serial ID and follow the same process if the field is activated.

Duplicate tag numbers cannot be issued.  On asset items with options on multiple lines of the purchase order, we are recommending that you enter the same tag number (Commission number) on each line and put a different letter behind each one.  Example: the Commission number on a new Ford F150 will be 12345.  It has options for an extended cab 12345a, a short bed 12345b and AM/FM radio with CD player 12345c. 
Then click on the tab labeled “More Details” (to the right of Asset Information).  You can also open all tabs at once by clicking the icon to the right of the “More Details” tab.  
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The Custodian must be entered for each asset item and is the person primarily responsible for the item.  Everyone currently in PS/ENCOMPASS should be available for selecting.  To activate the Look Up feature, click on the magnifying glass to the right of the Custodian field (see the next page in this manual).  You can also type the Custodian name in using the Last Name,First Name format (no space between).
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The Custodians will be formatted as last name first.  Type the employee’s last name in the Custodian field and click the “look up” button.  Click on the desired employee’s name and it will be populated in the Custodian box for you.  If there is more than a quantity of one on the line, it will auto fill the custodian in all the fields of that line by using this method.
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The Location will automatically populate from the information on the requisition/purchase order line.  You can change (if necessary) it to reflect where the item will be used.
Click on the “Asset Information” tab and when all information is completed for each line and then click on the “OK” button to return to the main panel to finish processing the receipt.  Each blue pending link on the main receipt page will need to have the asset information entered.
Receiving against Amount Only Purchase Orders
Follow the same steps for receiving against a non-asset purchase order and then notice the field labeled as “Price” is active instead of the “Accept Qty” field.  Enter the dollar amount of the partial delivery and finish processing the receipt.
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Please keep in mind that the Receipt Date and Time (under the Header Details link) must be entered for services as the date service was rendered, the last day of service billing period or the last day of month billed.

Once you have entered a receipt for a partial delivery, you will see the status shows as “Partially Received” when you visit eProcurement>Manage Requisitions, 
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If you try to save another partial delivery in a dollar amount higher than the amount left on the purchase order, then you will receive the message shown here.  The buyer who issued the purchase order will need to update the purchase order so that you can issue a receipt in the proper amount.
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Once you have received the total amount on the purchase order, if you go to eProcurement>Manage Requisitions, you will see the status shows as “Received”.

Receiving against Purchase Orders with multiple distributions (chartfields) on lines.

Follow the same steps for issuing a non-asset receipt until you are ready to issue the receipt quantity.
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If you have been notified that a receipt needs to be issued against certain distribution lines (usually multiple chartfields) on certain lines (set up by the Buyer on the purchase order), then you must adhere to the following instructions each time a new receipt is issued against the purchase order.
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Click on the “More Details” tab (or the show all columns icon to view all the tabs at once) and change “Allocation Type” drop down menu from “FIFO” (First in first out) to “Specify” on each affected row.
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Click on the “Links and Status” tab (or the show all columns icon to view all the tabs at once) and click on the distributions icon on each affected row.  The distribution lines related to that purchase order line will be displayed as follows.
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If you have been told the distribution line number to issue the receipt against, then you can make adjustments to the quantities on the page above.  If you have been told the chartfield information to issue the receipt against, then you can click on the “Chartfield Information” tab to open the following page which will display the chartfield information for each distribution line.
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From the chartfield information displayed determine which distribution line should be used.  Return to the “Details” tab and complete the quantities/dollar amounts to be received.

Once you have entered the quantity/dollar amount information against the appropriate distribution line(s), you will receive the following message.  
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Click on the “OK” button to return to the main panel to finish processing the receipt.  Be sure to follow the appropriate instructions for issuing a receipt for a partial delivery, against an Amount Only purchase Order and Asset Receiving. 

Requisition Document Status
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Document Status pages are very helpful in monitoring the activities against a requisition/purchase order including the purchase order, receipts and payments. 
* Purchasing>Requisitions>Review Requisition>Document Status
* Purchasing>Purchase Orders>Review PO Information>Document Status

* Purchasing>Receipts>Review Receipt Information>Document Status

Click on the icon to the far right of the line titled “Document Status Inquiry” to display the dollar amount on each receipt.
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A Receiving Best Practice:
There should be one receipt per packing slip/shipment received.  It seems that sometimes an agency might receive two separate shipments from a particular vendor, but they enter them on one receipt.  Then, because they were billed separately, they create two vouchers against the one receipt which causes a problem.  This might help the Asset Management personnel as well.  Chances are most groups are already doing this, but maybe it will help cut down on people receiving the entire PO amount and creating multiple vouchers against the same receipt, which does cause a problem for PO Rollover.  

Frequently Asked Questions

What do I do if I can't pull up the purchase order to receive against?   A receipt can only be issued against a purchase order that is in “PO Dispatched” or “Partially Received” status – you should contact the Buyer listed on the purchase order for updating.
What if a purchase order needs to be changed to Amount Only before I receive against it?  It should go back to the buyer who issued the purchase order for updating.
What if a purchase order line has been marked as an asset and has the blue “pending” link when it should not?  Or what if a purchase order line does not have the blue “pending” link when it should?  It should go back to the buyer who issued the purchase order for updating.

What do you do if you need to over receive (received too many goods and want to keep and pay for them)?  For proper reporting it should go back to the Buyer to add an additional quantity/dollar amount or another line to the purchase order.  
What needs to happen if you under receive and will not be receiving additional goods/services?  Simply issue the receipt for the quantity/amount physically received and then your Accounts Payable personnel or Buyer should be able to close out the balance remaining on the purchase order.
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