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RECEIVING OVERVIEW

Receiving allows you to track the receipt of item. The functionality provides
the ability to partially or completely accept goods and/or services, or reject
items/services. The receiver of the goods/services is also the approver of the
receipt. The approval is automatic when the receipt is processed. (Ad hoc
approvers can be added to the receipt.)

There are two types of receiving: Desktop Receiving and Central Receiving.
The type of receiving used is determined by the setup of the BuysenseOrg
(BSO) to which your user profile is assigned.

In Desktop Receiving, the requester of the requisition is authorized to
process the receipt(s) when goods or services are delivered. ONLY the
requester can receive against the order. This means that if the preparer is
NOT the requester (the preparer name does not appear in the ‘on behalf of’
field on the requisition), the preparer will not be able to receive against the
order they initiated.

In Central Receiving, a designated user (e.g. an employee at a central
warehouse) receives the goods or services on behalf of the requester. The
requester of the requisition cannot do receiving if the receiving role is
assigned to the applicable requester’s BSO (Buysense Org).

There are two methods of receiving: receive by Quantity and/or receive by
Amount. The default method is Quantity but a user within an entity
authorized to Receive by Amount will have the option to change the method
to Amount on the line.

IMPORTANT- If the user’s BSO changes for receiving at the time a
receipt is processed, the official receiver on any partial receipt could
change. See Important Notes at end of document.

Receiving phrases and descriptions:

+ Reopen Closed Order - A ‘Reopen Order’ button is provided for situations
where changes must be made on requisitions and the order has been fully
received.

+ Rejected Items - A 'Reject’ field is provided for situations where an item is
received but not yet recorded as having been received, and must be returned
to the vendor for some reason (defective/not ordered, etc.). This field should
NOT be used for items that need to be returned after the item(s) has been
recorded as having been received.

+ Negative Receiving - The “Accept/Return’ field is used for situations where
item(s) are accepted but is also used to back out items previously received.
Backing out items may be necessary to: 1) denote return item(s) to the
vendor or, 2) position the requisition to allow for a change to Quantity and/or
Unit price.



PROCESSING REC

EIPTS

1. After finding the order number*, click the Receive link on the eVA eMall ‘My

Home’ page.

#riba Spend Management

£ - B) = @ - Page~ Safety+ Tools~ (@)

EVA.
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My Home

Search~

Manage

Return to Portal

Commeon Actions

/ create
Buysense Profile
Requisition
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Recently Viewed

>t PR602340 CSP... Bill To test

UP531710 Use... Kemper, Gail PR600972  1/6/2012 Composing
PR601579 CSPL-3902 PR600574  1/6/2012 Composing
Bllcccnnn o o coote ool b D elSl2012 Somposing

My Orders/My UPs

My Approvals

Recent Preferences

it To Do =]

jie} Date ¢ From Status Title Required Action
BUYS600140 3/2/2012 Denny, Frank Submitted A215MWC - Delete Ist Dollar Apprver Approve |

¥ PRE01579 2/28/2012  Kemper, Gail Ordered CSPL-3902 Watch
BUYS600134 2/28/2012 Kemper, Gail Submitted CSPL-3902 Approve =

€ PR601055 1/18/2012 test, d Submitted Becky's Test - PO Ad Hoc Edit Removed Approve

¥] 00:00012088 AWDI35 1/10/2012  Caudil7, Shane Submitted  Copy of 400 test Approve

¥ An.AnntanTT Awnar 1903349091 Fandills Shana Quhmittad  Tact oo b4

View List ... (12

My Qu

ick Quote Req's

Home | Help ~ | Logout

Welcome Kemper, Gail

7 configure Tabs (L) Refresh Content

:i Requisitions - Compaosing

D Date Created 4

Status Title

Test 2 for non-cataleg EDITED items only

Nen-catalog test - mass editing items

Copy of Sooy of Logl Ad Hoc Wendor Ssstiocrpt 2432

Total
$50.00000 USD 2

$90.00000 USD

$7.400.00000 USD

NOTE: If you are a desktop receiver, and your name appears in the ‘on behalf of’

field of the requisition, you can access receiving by clicking the RECEIVE button

when you open the requisition.

Q) Back

| summary G

pproval Flow Orders

Receipts

History

2. Enter the desired ID in the Search field: OrderID, ReqID, or ReceiptID.

If desired, you can also click the Advanced option to choose other filters for
receipts, such as Supplier, Order Title, Requisition Preparer or Requester.
A

My Home

My Orders/My

(=

Craate Search

Manage

UP= My Approvals

Recert  Praferances

My Quick Quote Reg’s

N Home | Help * | Logout

welcome Kemper, Gail

| [Search]l

eceiving Steps
Search for and then select re or
@ Select
' Request
I :
5 Select e
(2" || Req 1D |v||prs00728
(3) Recsive Search Results
E f:“filtmm' Enter search criteria above
[5) summary

which to receive or verify items. To search, select a request type and then enter an ID to find a specific request, or Ieauhr{ﬁeld -z

A

. When below screen appears, take the appropriate action:

a. To receive all items on the order, click the ‘Accept All" button.



b. To record partial receiving, enter the quantity in the Accept/Return
field.

NOTE: If the item/service was received prior to the current date, enter the
correct date received, as shown below.

Home | Help " | Logout

welcome Kemper, Gail

My Home LAl My Approvals My Quick Quote Reg's

B Create  Search  Manage  Recent  Preferences
eceiving Steps Receipt RC600334: PCOB00095 - TEST for email Approver Access
For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide comments ... |
Select
Request
If all items are to be
Select [ 1) — . .
Receipt received, click the Accept
B Order ID:  PCO600095 Date: Fri, 6 Apr, 2012, 3:58 PM All button
Receive
Order Title:  TEST for email Approver Access Processing Status: Receiving
O] fdd‘t“’”a‘ Supplier:  VBUSE NAME CHANGE Header Cross Reference:
Contact:  VBUSE i . i
If items were received prior
[5] summary My Labels: Apply Label... .
= to current day, a previous
date can be entered
Line Items - Quantity Receiving Needed l 1]
No. © Quantty  Description Unit  Prev. Total Accept/Return Reject Date Received *
1 15 Vita contract categories mandvita each 0 ] 0 | [Fri, 6 Apr, 2012 |

@0 rrnz OO
Sat

Sun Mon Tue Wed Thu Fri

Close Order: Cves @no

COMMENTS - ENTIRE RECEIPT

Comments:

It's possible to see lines on an order with different receiving methods:
Quantity and Amount. The below screen illustrates this scenario:

eVA

Welcome Kemper, Gail

My Home My Orders/My UPs [ My Quick Quote Reg's

[ Create  Search  Manage  Recent  Preferences

Receiving Steps Receipt RCE13527: PCO602994 - Office Supplies

For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide
Select
Request

Select Receipt [ ]

[3) Receive OrderID:  PCO602994 Date: Mon, 11 Jan, 2016, 9:55 AM
(@) Adsitonsl Order Title:  Office Supplies Processing Status: Receiving
Info Supplier: ACT OFFICE Header Cross Reference:
Location:  ACT - HUNTERSVILLE
(5] Summary

My Labels: £} Apply Label...

Line Items -Quantity Rnceiving@ R
No. * Quantity  Description Unit Prev. Total  Accept/Return Reject Date Received

1 2 Office supplies - 2 dozen file folders dozen O [} o | [Men, 11 3an, 2016 |

Line Items @m Receiving Ne@ R
No. t+ Amount Description Prev. Accepted  Amt. Accepted Amt. Rejected Date Received

2 $800.00000 USD  Rearrange/redesign cubicles to meet OSHA Rqmits $0.00000 USD  [$0.00000 |usp  [$0.00000 |usp  |Mon, 11 Jan, 2016 |
Close Order: £ Oyes ®no

COMMENTS - ENTIRE RECEIPT

Comments:




4. If an item is received damaged, or should not have been sent by the
vendor, the receiver should always, upon immediate receipt of item(s),

a. denote the quantity to be rejected in the REJECT field, as shown below.
NOTE: This field should NEVER be used to record a ‘return’ after the product or
service has been received on a prior receipt. If this was mistakenly done, back
out the erroneous quantity in the Reject field

(i.e.-5) after erroneous receipt has processed.

TR T ToO0T
C_/ [LGLU T My Orders/My UPs My Approvals My Quick Quote Req's Welcome Kemper, Gail
@ Create Search Manage Recent Preferences
Receiving Steps Receipt RC600347: PCO6000SS - Copy of Logi Ad Hoc Vendor Test-Script 2438
For a receipt, indicate the amount or quantity to accept or rject for sach ling item, and the date recaived. If you reject receipt line items, you must provide comments to ..
Select
[ Request
Select [ Accept Al J
2z
B Order ID:  PCOS00099 Date: Tue, 3 Apr, 2012, 1:33 PM
Receive
Order Title:  Copy of Logi Ad Hoc Vendor Test-Script 2438 Processing Status: Receiving
0] fnﬂ'fg't‘ﬂ"ﬂ' Supplier:  New Ad Hoc Vendor Header Cross Reference: Ad hoc vendor
Contact:  New Ad Hoc V.
B My Labels: £} Apply Label...
Line Items - Quantity Receiving Needed m
No. t Quantity Description Unit  Prev. Total Accept/Return Reject Date Received
1 10 Social Director Banquet cach 0 [0 | [s | [Tue, 3 Apr, 2012 |
2 10 Socialites for Banquet each 0 [0 | [0 | [Tue, 3 Apr, 2012 |
Close Order: B Ove: ®nNo
COMMENTS - ENTIRE RECEIPT

b. then enter a Rejection reason, as noted below.

[P My Orders/My UPs My Approvals My Quick Quote Req's et Kemper Ga

Recaiving Staps Racsipt RCE01800: PCOG000SS - TEST for amai | Approver Access m

Raviaw the raceipt, make changas ss nacessary, and then submit it for spproval

Request
Summa; Approval Flow
e
Receipt
:  PCO60008S Date: Tue, 28 Jul, 2015, 11:42 AM
(3] Receive e: TEST for email | Approver Access Processing Status: Receiving
VBUSE NAME CHANGE Header Cross Referen

) Additional
Infe vBUSE

(5] summary My Labels: (1 Apply Label...

Line Items - Quantity Receiving Needed [ED
Ne. + Quantity Description Unit  Prev. Total Accept/Return Reject Date Received

1 15 Vita contract categories mandvita each 9 o 3 Tue, 28 Jul, 2015 E

Email: [T send email ta Purchasing

damaged; being sent back.|

Rejaction Reason:

5. If needed, additional information can be added (Step 4; above screen).
Otherwise, proceed to the Summary screen.



6. Review the Summary screen to ensure accuracy.

7. If desired, an additional approver can be added to the receipt by clicking
the ‘Add Approver’ on the Approval Tab. (See important information in the
‘Approving Receipts’ section of this document).

NOTE: The Close Order field defaults to the ‘Yes’ button. Leave as is.

eVA

[T My Orders/My UPs

[H  Create

My Approvals My Quick Quote Req's

Preferences

welcome Kemper, Gail

Search  Manage  Recent

Receiving Steps

Receipt RC513630: PCO603007

Select
Request

Review the receipt, make changes as necessary, and then submit it for approval.

P Approvers can be added

Select Receipt

) OrderID:  PCOG03007 Date: Tue, 2 Feb, 2016, 8:26 AM
Receive
Order Title: Coffee, Processing Status: Receiving
(@) Addtionsl Supplier:  OLIVIA AND COMPANY Header Cross Reference:
Ini
Location: OLIVIA PHOENIX
My Lol gy Lok

Line Items - Amount Fully Received

No. T Amount Description Prev. Accepted Amt. Accepted Amt. Rejected Date Received
1 $662,00000 USD  Folgers Classic Roast Ground Coffee, 30.50z. §2.00000 USD [$0.00000 | usp 50.00000 | usp. Tue, 2Feb, 2016 | B
Closeorder: B @ves ONo

COMMENTS - ENTIRE RECEIPT

Comments/Attachments
can be added

Comments:

ATTACHMENTS - ENTIRE RECEIPT

8. When the receipt is

complete, click the Submit button.

9. Based on your default Preference setup, after clicking Submit button, you

will see this screen,

eVA

Home | Help " | Logout

Select
Receipt
Receive

@ Additional
Info

wy tome TR LR v Approvals My Quick Quote Red's Welcome Kemper,Gall
B Creste  Searh  Manage  Recent Preferences
Receiving Steps
Search for and then select requests for which to receive or verify items. To search, select a request type and then enter an ID to find a specific request, or leave the field ¥
Select
Request

Search Results

Enter search criteria above

... or you will see this screen.

eVA

My Home R ALEl My Approvals My Quick Quote Req's

=

Create Search Manage Recent Preferences

Receiving - Done

*ou successfully received the selected items. Continue receiving or return to the home page.

PCO600095 - TEST for email Approver Access has been successfully received.

* Continue receiving against Purchase Card Order PCOS00085
* Select another request to receive
* Return to the Ariba Buyer Home page

[] Doen't show this page again (to reset, dick Preferences).




Let’s look at the receipt audit trail!

The requisition will be in one of two statuses: If partial receiving was done,
the requisition will be in Receiving status. If all items were received, the
requisition status will be in Received status.

D Title Date + Status
¥| PRS61004-V3 New test for Refresh Content - Jan 5 12 4/6/2012 Receiving s
¥| PRE00797-v2 The Supply Room Co 4/6/2012
e PR602755 CSPL-4045-Test 22 4/5/2012 Composing
BUYS600164 CSPL-3167 4/3/2012 Approved
¥| PR602340 CSPL-3595-on behalf of Bill To test 3/28/2012 Ordered
aivaenn e Dactnra ME01 -20N7 rhannac (dafault ualiae wara ramoad) 2mmamntn Annrrmad b
Wiew More ... (154)

When reviewing the receipt tab for this example, the newly processed receipt
appears, as well as a NEW receipt in composing status.

NOTE: For partially received orders, the system creates a new composing receipt in
preparation for additional receiving.

Home | Help T Logou]
eVA S

My Home My Orders/My UPs [EEVENIGIEDS My Quick Quote Req's Welcome Kemper, Ga

[ Create Search Manage Recent Preferences

PCO600098-V2 - The Supply Room Co Status: Receiving

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request.

<€

Qe
Summary Approval Flow Charges History

Receipt ID Title Order ID Order Title Date Status
RCE00346 Receipt for PCOB00098 PCORO0098-V2 The Supply Room Ca Mon, 13 Feb, 2012 Approved
RC600631 Receipt for PCO600098 PCO600098-v2 The Suoolv Room Co Mon, 13 Feb, 2012 Approved

There are no required approvals for receipts unless a receiver enters an
approver. If the receiver inserts an approver in the workflow before the box
showing the regular receiver, that approver can only find the receipt after it’s
submitted by going into the RECEIVE screen and searching for the order. If,
however, the receiver inserts the approver after the regular receiver, the
receipt (RC) will appear in the ‘To Do’ pane of the eMall home screen. An
email notification is NOT sent to the receiver stating an order is ready to be
received. The only approver to receive a notification will be one added to the
workflow that falls AFTER the regular receiver.



REOPENING CLOSED ORDERS

Once closed, it will be necessary to REOPEN an order so change(s) can be

processed for the associated eVA requisition.

1. Click the Receive link on the eVA eMall ‘My Home' page.

B Ariba Spend Management:

B8 o

&

~ Page~- Safety - Toos- (@)

eVA

Create

[T My Orders/My UPs My Approvals

Search~ Recent Preferences

Manage

Return to Portal

Common Actions :i To Do
D
j Create
BUYS5600140

Buysense Profile

PRE01579
Requisition %l PRewis7e

— BUYS600134
[ Manage
¥| PR6010S5

¥| 00:00012088 AWDI3S

Receiye
i Lo

Reports

AN.AANIINTT AwneRt

My Quick Quote Req's

Date 4 From

3/2/2012 Denny, Frank
2/28/2012 Kemper, Gail
2/28/2012  Kemper, Gail
1/18/2012 test, d
1/10/2012  Caudill7, Shane

1909909011 Faudilld Shana

Status
Submitted
Ordered
Submitted
Submitted
Submitted

Suihmittad

7 Configure Tabs

Title

A215MWC - Delete Ist Dollar Apprver
CSPL-3502

CSPL-3902

Becky's Test - PO Ad Hoc Edit Removed

Copy of 400 test

Tact

Home | Help ~ | Logout

welcome Kemper, Gail

) Refresh Content

Required Action
A~

Approve &

Watch

Approve L |

Approve

Approve
Anrcran L

View Ligt... (12)

:i Requisitions - Composing

Recently Viewed

s> PRG602340 CSP... Bill To test = Date Crested +  Status Title
UPS31710 Use... Kemper, Gail PR600972  1/6/2012 Compesing
PRG01579 CSPL-3902 PRE00ST4  1/6/2012 Composing
Beliceonooo o cooio ool b PRE00SE3 _1/5/2012

Test 2 for non-catalog EDITED items only

Neon-catalog test - mass editing items.

Somposing _Copy of Sooy of Log Ad Hoc VEHdDrTESt'SCFIEt 2438

Total

$50.00000 USD 2

$90.00000 USD

$7.400.00000 USD

2. When the below screen appears, enter the order number in the Search
field, as shown. If the order number is unknown, a Requisition number
(ReqgID) or Receipt number (Receipt ID) can be entered by accessing the
drop- down menu to select an alternate search type. (Ignore Contract ID)

eVA

[ Create

My Home My Orders/My UPs My Approvals

Search Manage Recent Preferences

Receiving Steps

My Qui

Reg ID

Receipt ID
Contract ID

Select
Request

[order 0 (%] [Pcosooogs-vz

Select
Receipt
(3] Receive
@ Additional

Info

(5] summary

Search Results

Enter search criteria above

Home | Help " | Logout

welcome Kemper, Gail

Search for and thi ect requests for which to receive or verify items. To search, select a request type and then enter an ID to find a specific request, or leave the field ... B3

|

Advanced

10



3. When the applicable screen appears, click the ‘Reopen Order’ button.
—— T

NV Oraers My Uos . My Approvars My QUICK QUGS Req s

H Create

Receiving Steps

Search

Manage  Recent  Preferences

Purchase Card Order PCOS00098-v2: The Supply Room Co

@ = EB

() Select

Request
Select

Receipt

Receive

(@) Additional
Info

(5] summary

a
If

Select a receipt to work on or view. To select an item in the list, click its ID.

|This order is currently closed for receiving,

vou need to receive additional items, reopen the order.

RECEIPTS - NO APPROVAL NEEDED

Receipt ID t Order ID
RC600346 PCO600098-V2
RCH00631 PCO600098-V2
RCE00818 PCO600098-V2
RC601388 PCO600098-V2
RC601389 PCO600098-V2

Order ID: BCO600058-V2

Version: 2

Title: The Supply Room Co

Supplier: The Supply Roem Co

ci —

ick the Reopen Order Button

Title Date Status
The Suoolv Room Co Mon, 13 Feb, 2012 Approved
The Succiv Room Co Mon, 13 Feb, 2012 Approved
The Supoiv Room Co Thu, 23 Feb, 2012 Approved
The Suoolv Reom Co Wed, 28 Mar, 2012 Approved
The Suoolv Room Co Fri, 6 Apr, 2012, 10:27 AM Approved

4. Take the below action according to your situation:

a. If you need to reopen the order to reduce the quantity/amount on a
requisition line item(s) below the quantity/amount already received,

b.

(1) Enter the adjusted negative receiving on the applicable line(s).
NOTE: If items must be re-received after the changed requisition is
approved, make a note of the original RECEIVED date of each line.

(2) Ensure the Close Order button is set to ‘No’. |[%=%*" Kores O
If this step is missed, the order will stay in Closed status.

(3) Click the Submit button.
This action will place the order and requisition in Receiving status.

If you must reopen the order to allow changes to the associated

requisition for any situation other than 4 a. scenario above,

(1) Click the EXIT button (after clicking the Reopen Order button).
NOTE: Do no select the 'No’ Close Order button.

" ITLIED ' Crdersity UPs My Approvals

& create Saarch Hanage Resant Prafarences
Leceiving Steps Receipt ROS0D1791: POCEO00SE-UZ « The Supply Room Co
0 Select
= Request
[7) Select
2l Receipr
[3] Receive
Curder ID: COEQ00RENT
| Addional Ordar Tithe:
0| !r_ﬂfi ona| Order Tite:  The Sooch Reom Co
The Benok Reom Co
[5] Summany — Righm ond-Tamy Gibsan
My Labels: Bpply Label.,
Line Items - Quantity Fully Received
Click the = — e
SuMmimany ek st ==
11 ad hos vendor test
Cloge Order: B ®ves OMe

For a receipt, indicate the amount or guantity to accept or reject for each kne em, and the date recesved. If you reject receipt line items, you must provide comments

m Alert: This receipt, when submitted, will dose the order for recebving as the Close Order option i st to Yes.

e 1 o Fri, 6 Agr, 2002

Date: Fri, & Ape, 2012, 10153 AM
Processing Status: Receiving

Header Crods Reference:

Tota Accact/Betuen Reject Date Received

= @ e @)
E 3

11



(2) When below screen appears, click ‘Save this request’ link. The
requisition status changes to ‘Receiving’ so changes can now be
made to the requisition.

CA

Confirm Exit

Yoid are in the process of edting ROS01799 - Receipt for FODE00098-Y3. Choose what vou would ke to do next.

arking an this request
¢ of this request

Important Note:
If an attempt is made to process a new composing RECEIPT too
soon after an RC has been submitted, the below screen, instead of
the above screen, may appear. Wait at least 15-20 minutes before
Reopening the order and Exiting.

Confirm Exit

You are in the process of editing RC513697 - Receipt for EP613019. Choose what you would like to do next.

# Undo any changes

» Continue working on this request

» Print a copy of this request

The original preparer of the requisition should now see the CHANGE
button on the requisition to effectively make the desired changes.

If necessary to re-receive the item(s) after the changed requisition has
been fully approved, go back into Receiving and process the receipt,
making sure to enter the original receiving date(s).

IMPORTANT RECEIVING INFORMATION

=

;g + BSO is a term used to designate the unit/division/department associated with
an eVA user’s account. The receiving process can be either Central Receiving
or Desktop receiving (receiving completed by the requestor), based on the
requester’s BSO. If the BSO has Central Receiving for receiving, anyone
assigned to the Central Receiving role can receive against orders initiated by
requesters within that BSO. It's important to understand that the initial receipt
is created at the time the order is created and will use the BSO setting for
receiving at that time. If the receiving field of the BSO is changed from Central
Receiving to Desktop receiving (or vice versa), and a partial receipt is
processed after the BSO change, the next receipt (in composing status), will
require that receiving be done by the NEW receiver. This situation could also
occur if the requester is moved to a different BSO with different receiving
setup.

12



REMINDER: Whatever the receiving field reflects on the BSO for that requester
at the time of receipt creation will necessitate that type of receiving for the
receipt(s); either Central Receiving or Desktop.*

*HELPFUL HINT: If the BSO receiving field was switched from Desktop to Central
Receiving, the requester can be inserted in the applicable Central Receiving role to
complete receiving.

The same Central Receiving role can be assigned to multiple BSO’s.

After a requisition is submltted a Recelpts tab appears as one of the Tabs on
the requisition. [ELLEal “Poov ow | Orders | Receipts Histor

NOTE: The Requisition History tab does not contain date/time details for
receipts; the Receipts tab does.

The receiving method (quantity or amount), is determined by selection made
by the requisition preparer on the line item(s). The default is quantity. If this
option is not available, consult your eVA entity lead.

A receipt could potentially have a mix of receiving methods. Some items may
be designated for receiving by Quantity, while other items might specify
receiving by Amount.

All quantities/amounts that must be backed out on a receipt should be entered
as a negative number in the Accept/Return field. (e.g. -10 or -$300.00).

COMMON MISTAKE! Do NOT enter a quantity/amount in the REJECT field
if that item has already been recorded as RECEIVED on a prior receipt.

Processed receipts will show the new/adjusted quantity or amount in the
“Prev. Total” field.

A PR can be cancelled if ALL items previously received on the PR are
completely backed out.

CAUTION: If multiple orders to different vendors exist on the same
requisition, canceling the requisition will cancel ALL orders associated with
the requisition. Instead, create a change to decrease the quantity on the
applicable line item(s) to zero (0).

To accurately process a change to a requisition, the order associated with the
change must first be reopened, and, if applicable, receiving BACKED out. Even
if all receiving is backed out, the below changes cannot be done on a
requisition if it is greater than vs2.

- Supplier name and/or supplier location

- Method of payment (changing from a pcard to invoice OR vice versa)
- Billing address

- Order delivery (Print to Electronic or vice versa)

To process a PRICE change on a non-catalog item previously received, it will
be necessary to back out quantities/amount previously received by doing
negative receiving on the item(s).

Receivers are discouraged from closing an order short. An adjustment should
be made to the requisition if the item(s) will not be delivered or replaced. If a
change requisition is processed to reflect a quantity that equals the adjusted
total received, the PR will automatically move to Received status, regardless
whether the receiver chose the ‘No’ button in the Closed Order field on the RC.

13



+ Once any receiving is processed, the requisition will never revert back to

Ordered status, even if all items are backed out of receiving.

+ If applicable, re-receive items after a changed requisition is fully approved.

NOTE: Past receipts will provide receive date(s).

+ There is no concept of ‘Delegating your Receiving Authority’. No role or action
will allow anyone other than the authorized receiver (requester [aka desktop]
or Central Receiver) to receive the order.

4+ Refer to the Report and Resource Center for helpful receiving reports.

There are a number of ways to determine orders that are still outstanding.

You can choose a variety of reports (e.g. 200, 201, 202, 208) and select the

status of ‘Ordered’ and/or ‘Receiving’ for a past time period to view which

orders have not yet been fully received.

For Accounts Payable personnel, the 211 Order Receiving Details report can

prove especially helpful for viewing what receipts have processed within a

designated time period. In addition, a specific receipt can also be opened and
printed from this report!
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