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Warehouse A Process/Printing a Delivery Report (Rev 06/07)

	1.  
	Click the Purchasing link.

[image: image1.png][> Purchasing





	2.  
	Click the Receipts link.
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	3.  
	Click the Add/Update Receipts link.
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	4.  
	Click the Add button.
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	5.  
	As noted earlier, when a Requisitioner enters a requisition, the Ship To ID and the Location ID will default to the preferences saved for the indicated Requester in an eUMB set-up table. A Departmental Requisitioner could then override the Ship To ID if the shipment should be delivered to Warehouse A. 

When a Warehouse A Receiver opens the Select Purchase Order page, the Ship To: location defaults to the Warehouse A location code.

	6.  
	In this scenario we want to receive against Purchase Order #0000000572.

Enter nto the ID fieldalid value e.g. "0000000572".

	7.  
	Click the Search button.
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	8.  
	The Warehouse A Receiver, just like any other Receiver, only "Receives" into eUMB the particular item(s) and quantity that have physically been delivered to her/him. 

In this case click the Sel (Select) option for Line 1, UMB Letterhead paper.
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	9.  
	Click the OK (Enter) button.
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	10.  
	Remember that the Receipt Quantity field defaults to the total number of units specified on the Purchase Order. If the Receiver is receiving any amount other than this, the number must be changed to reflect the quantity actually received.

	11.  
	Enter the quantity actually received into the Receipt Qty field. The Unit of Measure (UOM) in this case is "Boxes."

Enter a valid value e.g. "10".

	12.  
	Click the Save button.
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	13.  
	Warehouse A Receivers make use of the Print Delivery Report function provided here in order to create a paper record of the delivery they make to the UMB campus. If at any time you as a Departmental Receiver would like to print out a physical Delivery Report in order to have a paper record of a delivery for some purpose of your own, here's where and how you can do that.

Click the Print Delivery Report button.
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	14.  
	While the actual report is processing you will see an intermediate page similar to this. After a few seconds the word "Queued" will change to "Success" and then the actual report will appear. 

NOTE:
1. Be certain that you do not have a pop-up blocker active on your computer or the report will not appear!
2. In addition, in order to see the report you must have the free Adobe Acrobat Reader software installed on your computer. (This is a simple and safe procedure, but might require the intervention of your local PC technical support person if you do not have the right to install software of any kind on your office computer.)

	15.  
	Here's an example of a Delivery Report. 10 boxes of UMB letterhead have been received by a Warehouse A Receiver. Notice the lines on the bottom where the Warehouse A person who delivers the goods would ask the Department Receiver to "sign off" on this delivery.

	16.  
	In summary, the business process for Warehouse A receipts is as follows:
 

1. The Warehouse A Receiver physically receives the goods from the vendor.

2. The Warehouse A Receiver follows the “Receiving Process for Goods in eUMB" procedure described in a previous topic.

3. Once the Receipt has been saved, the Warehouse A Receiver clicks on the “Print Delivery Report” button; this will create the Receiving Report. 

4. The Warehouse A Receiver prints the report and attaches it to the goods.

5. Warehouse A delivers the goods to the Requester at the internal location that is printed on the Receiving Report; the Attention To: field on the report contains the Requester’s name.

6. Once the UMB Departmental Requester/Receiver receives the goods from Warehouse A, the Receiver signs the Receiving Report and this document is returned to Warehouse A where it is placed on file. A photocopy can be kept in the Requester's department if desired.

NOTE: In the Warehouse A receiving scenario the Departmental Receiver (who may also be the Requester--or not) does NOT enter the receipt online into eUMB. The Warehouse A Receiver has already done this. For the Departmental Receiver this is a paper transaction—simply signing the Receiving Report and returning it to Warehouse A. If any items need to be rejected at this point, that will be handled by the Procurement Office as an eUMB Return to Vendor transaction.

	17.  
	You have now successfully completed the Receiving process for Warehouse A.

End of Procedure.
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