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Receiving Goods (Rev 06/07)

	1.  
	We begin by navigating to the Receiving page.

To start down the path to the Receiving page, click the Purchasing link.
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	2.  
	In the Menu Panel, click the Receipts link.

(In these UPK simulations we will do all our navigating from the Menu Panel.)
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	3.  
	Click the Add/Update Receipts link.
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	4.  
	If the appropriate Business Unit name does not appear automatically, then you must enter it into the Business Unit field. Receiving of goods and services will be done under Business Unit PUR01. 

(Purchase Orders created under PUR02 are related to Check Requests.)

Enter 

	5.  
	Click the Add button.
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	6.  
	For example, conducting a Search with only the Ship To field filled in will display a list of all PO's presently being shipped to that address code.

Click the Search button.
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	7.  
	Click the Sel (Selection) box(es) for the row(s) showing the Purchase Order item(s) you are ready to receive. 

Click the Selection box for Row 2.
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	8.  
	Click the OK (Enter) button.
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	9.  
	VERY IMPORTANT: Notice that the Receipt Quantity field defaults to the total number of units specified on the Purchase Order. If you (the Receiver) have physically received any amount other than this, you must change this number to reflect the quantity actually received.

	10.  
	Enter the Receipt Qty, the Quantity that was actually, physically delivered from the vendor. 

Enter a valid value e.g. "1".

	11.  
	Notice that, up until the moment when you click the Save button, the Receipt Status remains "Open."

Click the Save button.
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	12.  
	When you complete the Receiving process by clicking the Save button, the Receipt Status changes to "Received."

	13.  
	You have successfully completed the process for Receiving Goods.

End of Procedure.
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