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Receiving Services (Rev 06/07)

	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.

	2.  
	Begin by navigating to the Receiving page.

Click the Purchasing link.
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	3.  
	Click the Receipts link.
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	4.  
	Click the Add/Update Receipts link.
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	5.  
	Click the Add button.
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	6.  
	In the ID field, enter the Purchase Order number for the services you want to receive. 

For this example, enter 

	7.  
	Click the Search button.
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	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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	9.  
	Click the OK button.
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	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.

	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 valid value e.g. "10000".

	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.
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