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Receiving Goods & Services

Receiving is a critical step in the Procurement-to-Payment business process whereby goods and services are ordered from approved vendors, delivered to UMB, verified correct as ordered, and ultimately paid for. “Receiving” in this context has a dual meaning: It is both the act of physically accepting delivery of merchandise or services previously ordered, and the recording of the details of that delivery in eUMB. 

Similarly, the word “Receiver” as it used to be used at UMB prior to the implementation of the electronic eUMB system meant both the person who accepted delivery of goods and/or services and the green sheet of a multi-part paper form which required this person's signature to document that delivery. 

In eUMB the forms are accessed as on-line pages and the form for accepting delivery is called a "receipt." When a vendor sends goods to an individual directly or via Warehouse A, receiving needs to be done within eUMB. Receiving is an integral part of the matching process and must be done in a timely fashion so that UMB’s delay rate with the State remains low. 

Receiving Goods (Rev 06/07)

Procedure

Receiving is a critical step in the Procurement- to- Payment business process whereby goods and services are ordered from approved vendors, delivered to UMB, verified correct as ordered, and ultimately paid for. When we say “receiving” we really mean two different things-- both the act of physically accepting delivery of merchandise or services previously ordered, and the recording of the details of that delivery in the eUMB Financials system. 

Similarly, in the past the word Receiver had two meanings as well. It did, and still does, refer to the person who accepts delivery of goods and/or services. And in the old days it also referred to the green “receiver” page of the multi-part paper form that was used to perform this process. In eUMB, forms have become online pages, and PeopleSoft refers to the Receiving page as a receipt, thereby eliminating one source of confusion.

When a vendor sends goods either to an individual directly or to Warehouse A, the goods need to be received online in the eUMB Financials system. Receiving is an integral part of the matching process and must be done in a timely fashion so that UMB’s delay rate with the State remains low. 


 

[image: image1.png]T ———s |

ok - = - D [ Q| Qewch (iravorss Gveds 3| - b = 5]

‘ddress [{) htps:idevfnweb umaryland.edupspifntsta8 /EMPLOYEEERPIh/7tab=DEFALLT =] @oo |unis )

PeopleSoft.

> UMB Setup

1 UMB Interfaces.

b Employee Self-Service
b Manager Self-Service
b Customers

b Products

b Promotions

o Customer Contracts
> Order Management
b Pricing Configuration
o Custorner Retuns:

o tems

o Cost Accounting |
b vendors

b Purchasing

b Inventory

b ePracurement

1 senices Procurement
b Sourcing

b Engineering

b Manufacturing Definiions
| Production Cantral

o Configuration Modeler
1 Product Configurations
b Quality

1 Demand Planning

b Inventory Policy Planning
o Supply Planning

b Grants

b Program Management
b Project Costing

1 Proposal Management
b Resource Manatement

7] [ (3 @ memet
Hstart|| 1] @ 51 ||[Elemployee-facing regis... =il | el -t RECEIVING GUD s




 

	Step
	Action

	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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	Step
	Action

	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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	Step
	Action

	3.  
	Click the Add/Update Receipts link.
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	Step
	Action

	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 "PUR01."
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	Step
	Action

	5.  
	Click the Add button.
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	Step
	Action

	6.  
	Notice that the Business Unit field of the Receiving page becomes PO Unit on the next page, which is called Select Purchase Order.

What's going on here is that even though you are adding (creating) a new Receipt, the system first has to locate the Purchase Order against which the goods you are about to Receive were originally ordered.
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	Step
	Action

	7.  
	The Ship To: ID number will default into this page from the user preferences--including location-- that are associated with your eUMB login. 

Remember that this is only a default location; you can and must change it if you are Adding a Receipt for goods or services that have been delivered to a different location. 
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	Step
	Action

	8.  
	Enter the Purchase Order ID number from the Packing Slip into the ID: field. 

NOTE: There is no magnifying glass symbol (i.e., lookup function) on this field. You need to make sure that you key in the correct 10-digit number. If you do not have the Purchase Order number, you can search for it in various ways.



 

[image: image13.png]C O RRG L,,O 2L m- U3 -t
PeopleSoft

= Receipts & MewWindow | Help | Customize Page |
 Review Receipt

Information
» Fopor Select Purchase Order

[Search Criteria

= Load Receipis Po un: PURDT Q Days +1 Today: 2

 Procecs Recelnts -

~ InspertRecelis

~ Maintan Delvery
Infsrmation :

- Maintain actiy and —

Start Date: 0742312005 [
/ End Date: 092172005 5

Comments Release: Vendor Name: Q' yendor Lookun
— Maintain ChartFields | — —

_ laintan Charf e HomiD: QU Vendor temn: Q
e

e T oot Menvtacuer

~Blaiaisnegk
R e
~Eleesems

B uinas
iiahan g e
— Maintain Vndr Excise -

Iz IND
 Retum To Vendor ok | canel | _reteen |
 Procutement Cards
1 Suppler Scheduies
b Ansize Procurement

b Inventory U

> eProcurement

b Senices Frocurement

b Soureing

> Engineering

> Manufacluring Definfions

> Producion Control

> Configuraiion Modeler

> Product Configurations

b Quality

> Demand Planning

> Invertory Paliey Planning

> Supgly Planring

b Grants

> Pragram Management

> Project Costing

BlProposalManagamentt |z @ | -

Stip Via: Q Manutacturer's tem D2

Retrieve Open PO Schedules
[Receipt Giy Options:
No Order aty Ordered aty PO Remaining @




 

	Step
	Action

	9.  
	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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	Step
	Action

	10.  
	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.

[image: image16.png]






 

[image: image17.png]PeopleSoft.

< Receipts
b Review Receipt
Information
b Reports

~ Load Receipls
- Process Receipts
- Inspect Receipts
- Maintain Delivery
Information
~ Maintain Activity and
Comments
- Maintain CharfFields
- Close Backorders
- Close Landed Costs
- Accrue Receipts
- Buduet Check
~ Eniry Event Request
- Close Receipts
- Generate Joumals
~ Maintain Bil of Entry IND
- Maintain Vndr Excise
Invee IND
> Return To Vendor
© Procurement Cards
b Supplier Schedules
b Analyze Procurement

Sion out

£l Newindow | pelp | Custornze Page | &)

Select Purchase Order

[Search Criteria

PO Unit: PURDTQ Days +. Today: 3
o — [o72372005 |5
Line/Sched Num: ' End Date: 0912172005 5
Release: Vendor Name: Q. vendor Laokun
Htem ID: A vendor tem D: Q
Ship To: josot010(Q Manufacturer ID:
Ship Via: Q WManufacturer's tem ID:

Retrieve Open PO Schedules

[Receipt Qty Options.

* NoOrder Gty Ordered aty PO Remaining @

D PURDI  000ODOOSE1 1 1 0713172005 Dell Latitude x300 Laptop per

b Inventory 9

b eProcurement
> Senices Procurement

> Sourcing

b Enginesring

b Manufacturing Definitions
b Production Contral

b Configuration Modeler

b Product Configurations
> Quality

b Demand Planning

b Inventory Policy Planning
b Supply Planning

b Grants

b Program Management

b Project Costing

b Proposal Management

PURD1 0000000881 2 1 073112008 Dell Dimension 4700 Deskiops o

selectall O clearay

~ < I il >



 

	Step
	Action

	11.  
	Click the OK (Enter) button.
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	Step
	Action

	12.  
	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.
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	Step
	Action

	13.  
	Enter the Receipt Qty, the Quantity that was actually, physically delivered from the vendor. 

Enter "1" in this case.
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	Step
	Action

	14.  
	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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	Step
	Action

	15.  
	When you complete the Receiving process by clicking the Save button, the Receipt Status changes to "Received."

	16.  
	You have successfully completed the process for Receiving Goods.

End of Procedure.


Receiving Services (Rev 06/07)

In this topic you will learn about the receiving process for Services, which is very similar to that for Goods, but with important differences as well.

Procedure

The receiving process for Services has changed very little with eUMB Financials from the way it was previously. The major diference is that there will be less paper changing hands--no green forms from the Departmental Receivers to Accounts Payable, and no pink forms from Accounts Payable to Departmental Receivers. 

	Step
	Action

	1.  
	Here is a summary of the Receiving process for services in eUMB Financials: 
1. Accounts Payable receives an invoice from a vendor for Services performed.

2. Accounts Payable sends a copy (typically via FAX) of this invoice along with a Receiving form letter to the Department.

3. The Department Receiver goes online into eUMB Financials and Receives the services item as described in this topic.

4. Accounts Payable looks online for the Receipt. If they do not see it entered online into eUMB within 3 days, Accounts Payable will follow up with the responsible individual.

The Department Receiver will not need to sign and send any documentation back to AP. The receipt in the system will act as a sign-off for the invoice.
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	Step
	Action

	2.  
	Begin by navigating to the Receiving page.

Click the Purchasing link.
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	Step
	Action

	3.  
	Click the Receipts link.

[image: image27.png]> Receipts







 

[image: image28.png]© O RRG L,kO 2L m U3

PeopleSoft

pt

b Review Receipt
Information

b Reports

- Add/Upgate Receints

- Load Receipts

- Process Receipts

- Inspect Receipts

- Maintain Delivery

Information
~ Maintain Activity and
Comments

- Maintain CharfFields
- Close Backorders
- Close Landed Costs
- Accrue Receipts
- Buduet Check
~ Eniry Event Request
- Close Receipts
- Generate Joumals
~ Maintain Bil of Entry IND
- Maintain Vndr Excise
Invee IND
> Return To Vendor
© Procurement Cards
b Supplier Schedules
b Analyze Procurement
b Inventory
b eProcurement
> Senices Procurement
> Sourcing
b Enginesring
b Manufacturing Definitions
b Production Contral
b Configuration Modeler
b Product Configurations
> Quality
b Demand Planning
b Inventory Policy Planning
b Supply Planning
b Grants
b Program Management
b Project Costing
b Proposal Management

[ Receipts

Enter and load receiving data, generat accrusls, review and report on receipts

AddUpdate Receipts
Enter receipt nformation such as dstribtions,
refecs, an asset tag s

Inspect Receipts
Inspect receipts accorting to nspection
instructions; set up necessary RTVs,

= Maintain ChartFields
Overid receipt cstrbution ChartFel vales.

Accrue Receipts
Accrue unbiled receipts n  receipt accrual
labilty account

Close Receipts
Close receipts that have heen nterfaced or
matcher.

Enter nternal vendor excise invaices and!
elated information (incie).

Load Receipts
Load receipts recelvertthrouh the ASR EP,
PO Recelpts EP, o an EDC system

Maintain Deliver
View delvery location and ship to nformaton
forthe goods.

Close Backorders
Cancel backordered quantties of stackiess
fems.

et Check
Budget-check recept accrual amourts or
auanities against predefine budgets.

Rectiest a process to create the journal
ertres that General Ledger uses.

Review Receipt Information
Run inquiies on receip cetals and sctvtis
) advanced Shipment Recelpts
ElASN History
ElReceits

Shiare,

ar-8x

Process Receipts
Load receipts to invertary putaway, asset
laa or production manegement pracess.

Maintain Activity and Comments
Enter or track activiles and commerts
assosiated wih arecelt

Close Landed Costs
Close aut-of-olerance recelpt ines or
Gharges; review vaucher ne charges.

Entry Event Request
Run a process to creat riry evert.
accourting ertres for receipt accrusls.

Maintain Bill of Entry IND
Enter a bil o ertry an reeted nformaton for
India customs chy.

' Reports
Generstereceiing reports such as

Summeries, abels, and accruss.

EILIMB Receipt Delvery.

ElReceint Delivery

5 Advanced Sipment Recelots
12hore




 

	Step
	Action

	4.  
	Click the Add/Update Receipts link.
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	Step
	Action

	5.  
	Click the Add button.
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	Step
	Action

	6.  
	In the ID field, enter the Purchase Order number for the services you want to receive. 

For this example, enter "0000000571."
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	Step
	Action

	7.  
	Click the Search button.
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	Step
	Action

	8.  
	Based on the given Purchase Order ID number and the Ship To address, the Search returns only one PO. 

Click in the Select (Sel) box to select Line 1 of that Purchase Order (even though there is only one line).
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	Step
	Action

	9.  
	Click the OK button.
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	Step
	Action

	10.  
	Notice that since this is a PO for Services rather than Goods, the Receipt Qty (Quantity) field is grayed out, and only the Price field is available for input.

NOTE: Just as with receiving Goods, the full amount of the original Purchase Order defaults in and typically we have to change this to fit the actual Receiving circumstances.
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	Step
	Action

	11.  
	In this classroom example we are receiving 

$10,000 worth of a contracted $100,000 in maintenance services. 

Enter the desired information into the Price field. In this case, enter "10000" (no commas or dollar signs).
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	Step
	Action

	12.  
	Click the Save button.
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	13.  
	The Receipt Status changes from "Open" to "Received."

	14.  
	You have successfully completed the practice for Receiving Services.

End of Procedure.


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

In this topic you will learn about the Receiving Process for Warehouse A, and the role that you as a Departmental Receiver play in a situation where someone at Warehouse A Receives the goods into eUMB.

Procedure

The Ship To ID on the Purchase Order will print on the actual Purchase Order that is sent to the vendor, and the Location ID (internal routing) will print on the Receiving Report. 

When a Requisition is created, the Ship To ID and the Location ID will default to the location(s) listed under user preferences for the indicated Requester in an eUMB set-up table. The Requisitioner could then override the Ship To ID if the shipment should be delivered to Warehouse A. The Location would remain the Requester’s location. This way, the Delivery Report will print this internal location so the Warehouse A driver knows where on the UMB campus to deliver the items. 

NOTE: When a Buyer copies the Requisition to a Purchase Order, the Buyer has the ability to change the Ship To ID or Location ID as well. (For example, in a situation where the Requisitioner did not know the goods needed to go to Warehouse A, the Buyer could change the Ship To ID on the Purchase Order to be Warehouse A.) The Ship To ID on the Purchase Order will print on the actual Purchase Order that is sent to the vendor, and the Location ID (internal routing) will print on the Receiving Report. 


 

[image: image43.png]icrosoft Internet Explorer

Mo Edt Vew Favortes Took Heb 3
Q- © ¥ B D seach Sleraories ) (- L Ui B8
Addhess | €] https:/{devfinweb. umaryland. edujpspiftstaB/EMPLOYEE /ERP/h/tab=DEFALLT VB ks

Search ~ | @ P S1blocked | ¥ Chedk -

R Autalink

S Wopns &

>

Sion out
Help

> UMB Setup

1 UMB Interfaces. 3
1 UMB PO Reports.

b Employee Self-Service
b Manager Self-Service
1 Customers

b Products

> Promotions

1 Customer Contracts
> Order Management a
b Pricing Configuration

| Custorer Returns.

b tems

> Cost Accounting

b vendors

b Purchasing

b Inventory

1 ePracurement

1 senices Procurement

b Sourcing

b Engineering

b Manufacturing Definiions
1 Production Cantral

b Configuration Modeler

1 Product Configurations

> Quality

1 Demand Planning

b Inventory Policy Planning

b Supply Planning

&l pone 5 @ memet




 

	Step
	Action

	1.  
	Click the Purchasing link.
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	2.  
	Click the Receipts link.
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	3.  
	Click the Add/Update Receipts link.
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	Step
	Action

	4.  
	Click the Add button.
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	Step
	Action

	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.
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	Step
	Action

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

Enter "0000000572" into the ID field.

	7.  
	Click the Search button.
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	Step
	Action

	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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	Action

	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.
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	Step
	Action

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

Enter "10".
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	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.)
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	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.
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	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.


Canceling a Receipt (Rev 06/07)

In this topic you will learn the procedure for canceling all or part of a receipt that you may have completed by mistake.

Procedure

There may be times when you Receive somebody else's goods/services within eUMB by mistake. In these cases, or when any other Receiving mistake is made, you will be able to cancel the receipt and re-open the Purchase Order so that this Purchase Order may be received against in the future. 

NOTE: Canceling a receipt can only happen prior to the point when that receipt is matched by Accounts Payable and the payment voucher is sent to the State.
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	1.  
	Begin by navigating to the Receiving page.

Click the Purchasing link.

[image: image65.png][> Purchasing







 

[image: image66.png]PeopleSoft.

Menu
urch:
b Requisitions
b Request for Quotes
b Pracurement Contracts
b Purchase Orders
b Receipts
b Return To Vendor
b Procurement Cards
b Supplier Schedules
b Analyze Procurement
b Inventory
b eProcurement
> Senices Procurement
> Sourcing
b Enginesring
b Manufacturing Definitions
b Production Contral
b Configuration Modeler
b Product Configurations
> Quality
b Demand Planning
b Inventory Policy Planning
b Supply Planning
b Grants
b Program Management
b Project Costing
b Proposal Management
> Resource Management
b Stafing
b Travel and Expenses
b Billing
b Actounts Receivatle

-2 QERAQEDIBD-SE-EH

b Accounts Payahle
b eSetiements

b Asset Management

> Banking

b Cash Management

b Deal Management

b Risk Management

b VAT and Intrastat

b Excise and Sales TaxIND
> Commitrment Cantral

b General Ledger

b Allocations.

b Statutory Reports

i Purchasing

Manage requisiions, purchase orders, receits, cortracts, an related dta

Reuuisitions
Creste, maintain,recancie or review.
resuistions information
5 AddUpdste Recuisitons
5 Aorove Amounts
5 Aprove Cherlfiekls

10hore

Burchase Orders
‘Ao, mairtain, and dspatch purchass orders.
) AddUpdste Express PO
) AddUpdste POS
5 Aorove Amounts

17 ore

Procurement Cards
Set up card dt; load,reconcie, o report on
procurement card ransactions.
EIReview Bark Stefement
econcle
roess Statemerts
3hiare,

' Request for Quates
Creste requests for s (RFQS), erter
vendor esponses, or award FFGS
= AddiUpdate RFQs.
= Manage Vendor Quate Group
= Dispstch Quotes
Shore

' Receipts
Erter and oad receving deia, generste

accrusls, review and report on receipts
5 AddUpdste Receipts
ElLoad Receits
Eleracess Recelpts
15hore

‘Supplier Schedules
Creste, bl and dispatch supper scheces.
) Schectle Grou
5 Schech fem Afirutes
5 Schechler's Workbench

3hare,

Z

Sion out

Edit "Purchasing” Folder

Procurement Contracts
Define, maintain,release, review and report
on vendor and GPO cortracts
Elanase Master Cortracts
5 cdlpdate Conbracts
ElDispatch Contracts

Shiare,

Return To Vendor
Creste returns to vendor (RTV),dispatch,
reconcil or review RTVS.
5 ddlpdate RTV
ElDispatch RTVs
ElReconcie RTVs

Shiare,

‘Analyze Procurement
‘Accumuste summarized data and analyze
purchasing and vendor dta.
Elpdste Procurement nfo
ElBuid Vendor Analvsis Cube:
ElReview Supplir Performence

2hare.




 

	Step
	Action

	2.  
	Click the Receipts link.
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	Step
	Action

	3.  
	Click the Add/Update Receipts link.
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	Step
	Action

	4.  
	In this case, we are not creating a new Receipt, we are searching for one that is already in the system.

Click the Find an Existing Value tab.
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	5.  
	The value PUR01 will probably default into the Business Unit field. If it does not, you can type it in or select it from the Lookup table.

	6.  
	Click the Receipt Number field. The best way to locate the Receipt that you wish to cancel is to enter its number here. But since there is no Lookup icon, if you do not have Receipt Number, you can skip this field.

	7.  
	Your Ship To Location code will most likely default in as well.
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	Step
	Action

	8.  
	If you don't have the Receipt Number you can look up the Receipt you had previously created by using whatever information you have--for example the Ship To Location plus the Received Date.

Click on the arrow for the Received Date drop-down list.
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	9.  
	From the Received Date: drop-down list select the "greater than" symbol.
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	Action

	10.  
	Click the Date Lookup (Alt+5) button.
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	Step
	Action

	11.  
	The calendar appears with the current date highlighted (in this case, 7/22/07). 

Click the desired date (in this case 7/20/07).
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	12.  
	Click the Search button.
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	Step
	Action

	13.  
	One or more receipts matching your selection criteria will display. (In this case, receipts created after 7/20/2007.)
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	Action

	14.  
	Clicking on the red X next to the Receipt Status field towards the upper right corner of the page cancels the whole Receipt document displayed. 

If a specific row or rows on the Receipt should be canceled and not the whole thing, you would click on the red X at the end of the individual row or rows.
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	15.  
	In this case, click the Cancel Receipt button.
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	16.  
	A warning will display stating that once done this action cannot be un-done. If you are sure, click the Yes button.
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	17.  
	Lastly, click the Save button.
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	18.  
	You have now successfully completed the process for canceling a receipt.

End of Procedure.


Rejecting Items--the Return to Vendor Process (Rev 06/07)

In this topic we will discuss what the Department Receiver should do about goods that are delivered in error, or damaged in whole or in part. 

NOTE: These return procedures only apply to items purchased via a Purchase Order, not for Credit Card purchases.
Procedure
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	Step
	Action

	1.  
	The Departmental Receiver cannot actually reject items on the Receiving page. As explained in the Receiving Goods topic, when items come in, the Receiver searches out and displays the appropriate Purchase Order online via the Receiving page, and fills in the number of items (defined in terms of Unit of Measure) actually received. This is the limit of his or her authority.

If quantity received is less than quantity ordered, the Receiver will be able to receive against the same Purchase Order when the rest of the shipment--or a replacement for a damaged item--comes in. 
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	Step
	Action

	2.  
	You as a Department Receiver should enter a receipt into eUMB for all items that have been physically delivered to you in satisfactory condition and that you are accepting. If any items are damaged or the vendor sent wrong items, you should notify the Buyer in the Procurement Office via email that there are goods that need to be returned. 

The Buyer will enter a Return to Vendor (RTV) transaction into the system. Departmental Receivers do not have access to the Return to Vendor function in eUMB Financials.

	3.  
	You have successfully completed the topic on Rejecting Items, facilitating the Return to Vendor process.

End of Procedure.


Receiving Goods--KNOW IT? Exercise (Rev 06/07)

Procedure

In this topic you get to show what you have learned about the process for Receiving Goods in eUMB Financials. Your goal is to "pass" with a minimum of 70 points. 

If you get stuck, you can always click Show Step and have the system give you the answer--but then you lose points for that particular item. Good Luck!

Remember: In this exercise (although not in your use of the actual eUMB Financials system) you must do all your navigating from the Menu Panel on the left side of the page.
Begin by navigating to the Receiving page.
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	Step
	Action

	1.  
	Click the first menu selection on the path to the page where you Receive goods.

HINT: Receiving does not appear as a Navigation Menu item at the top level, but if you recall that Receiving goods is part of the overall Purchasing cycle, you'll know where to start. 
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	2.  
	Click the appropriate menu selection to go to the online form (page) where you Receive goods.

HINT: The Receiving documents that we at UMB used to call "Receivers" are known as "Receipts" in the eUMB Financials system.
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	3.  
	Click the appropriate menu selection to create (Add) a new "Receipt" for goods in eUMB. 
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	Step
	Action

	4.  
	The Receiving of goods and services in eUMB will be done under Business Unit PUR01. 

Enter "PUR01" into the Business Unit field.

	5.  
	Click the button that tells the system "OK" or "Go Ahead" at this point.
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	6.  
	The Ship To: location ID number will default into this page from the user preferences that are associated with your eUMB login.
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	Step
	Action

	7.  
	Conducting a Search with (only) the Ship To field filled in will display a list of all PO's presently being shipped to the address represented by this code.

Click the button that will start that search.
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	8.  
	Hmmm. No Purchase Orders were retrieved. Apparently there are no shipments to your default Greene St. Building location (Ship To ID #080101001).

Click the icon that will allow you to Look up other Ship To addresses.
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	Step
	Action

	9.  
	For this exercise, select the University of MD Hospital-South-1st Floor location.
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	Step
	Action

	10.  
	Click the appropriate button to perform the search for the Purchase Order covering goods delivered to the University of MD-South-1st Floor location.
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	11.  
	Click the Selection box for the shipment of paper you are ready to receive.
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	12.  
	Click the button that tells the system to go ahead and complete this transaction.
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	Step
	Action

	13.  
	You are receiving delivery of one box of paper. 

Enter "1" into the Receipt Quantity field.

	14.  
	Notice that the Receipt Status remains Open at this point. 

Click the button that will complete this transaction and change the Receipt Status from Open to Received.
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	15.  
	Notice that the Receipt Status has now changed to Received.

	16.  
	You have just successfully completed the Know It? exercise for Receiving Goods and Services.
End of Procedure.
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