RECEIVING CHEAT SHEET
(Note: SERVICES ARE NOT RECEIVED)

PAGE: FPARCVD

TWO METHODS TO RECEIVING:

15t Method

SELECT ITEMS

1. RECEIVER DOCUMENT CODE.............. type the word......... NEXT
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2. CLICK GO

3. RECEIVER METHOD:

e CLICKSEARCH « » »
e SELECT ONE OF THE THREE CHOICES

4. CARRIER: Note a requirement

5. PACKING SLIP:
Type number that is on paperwork from vendor that is received with
merchandise
Note: If number not available create unique number. ex. JDS021419
Note: Packing slip number should never be same number.

6. BILL OF LADING - See on paperwork received from vendor.
Note: not a requirement)

7. TYPE PURCHASE ORDER NUMBER



8. ENTER - See example below

bl @ellucian  Receiving Goods FPARCYD 9.39 (WSSUPPRD) ADD |} RETREVE
Receiver Document Code: Y0016016 [E
" RECEIVING HEADER Dt Q0e Fa Copy | Y. Fite
Receiing Meihod {GRD [-=] Ground Tei iss

Carrer | - Recenved By  SCALES)

DaeRceied” (02132018 [W)

 PACKING SLIP Dt Qo T i/
P Sl [0S1234 ] slolang [
Ted Exists
 PURCHASE ORDER Binset Boekle MCopy TFike
Puithase Order m} Buyet  Paschell
Receive or Adust (&) RecetveHems - (0) Adusttems Vendor - $40072575 Bames & Nobles Education, Inc dba Bames & Nobles College
et

Record 1of 1

9. TOOLS: Located at top on the right side of page
e Scroll down until you see Options
e Select Purchase Order Items

10. Note: CHECK QUANTITIES ACCEPTED TO VERIFY ITEM(S)
HAVE NOT BEEN RECEIVED BEFORE YOU CHECK THE ‘ADD
ITEM’ BOX.

X @ellcian  Receiving Goods PO tem Selection FPCRCVP 9.3.6 (WSSUPPRD) D B REREE fREATED
Purchass Order: ‘W‘ Blanket Order: [I]
Number
Vendor: 944080129 EBSCO Receiver Document: 10016076
Packing Stip: (051224 Receive All: D
* SELECT NOWDUAL TENS ] Bose: T Y
liem Commodity Commodity Description Text Exists um Quantity ‘Quaniity Accerted Add ftem
1 Business Collection-Renewal of Businzss ectronic NONE EA 1 0 0
2 education colection-Renewal of Education eleztron NONE EA 1 0 0
3 acadenic collecion-Renewal of Academ electronic NONE EA 1 0 0
Record 1 of 3

(Get Startsd: Complete the fields asove and click Go. To search by rame, press TAB from an ID field, enter your search criteriz, and then oress ENTER



11. For each item that you would like to receive

DOUBLE CLICK IN ADD ITEM BOX

BREREE HReAED  J§T00LS

X @ellican  Receiving Goods PO ltem Selecion FPCRCVP 9.3.6 (WSSUPPRD)

puctaseOrger: [POI20 | BanketOerbumber: || Vendor: G400B013 EBSCO Receter Document: YUOIB16  Packing S 031234 Receive Al ] (swtomr] )
™ SELECT INDIVIDUAL ITENS Qe @oeere Macopy imr
ttem Commoity Commority Description Text Bxists um Guantity Quentiy Acceped Add tem
1 Business Colection-Renewal of Business elzctronic NONE EA 0
2 ‘education collction-Renewal of Education electren NONE EA 1 0
& academic colection-Renewal of Academi: electronic NONE EA 1 ]
Resord 30f3

(Get Started: Complete the fields above and cick Go. To search by name, press TAB from an ID field, enfer your sezrch criteria. and then press ENTER.

12. SAVE (F10)

13. Message line will appear at top to let you know how many items you selected.
See example:

& Saved successfully (3 rows saved)

& Query caused no records to be refrieved. Re-enter.

14. Click on Number to remove messages. In this example click on the 2.

15. Click X (Close page)

X @ellucian Receiving Goods PO ltem Selection FPCRCVP 9.3.6 (WSSUPPRD)

16.

17. Below message will appear: Select Yes

@ A valid Purchase/Blanker Order must be present.

A Warning!

Faorce close?

S

w
18. On header page, click NEXT BLOCK/SECTION =~

19. Under Details, you will see the items that you selected to receive.



20. If you are receiving the entire line of description ong (1), click Final Received
box.

ds FPARCVD 9.3 9 (WSSUPPRD)

Stock Hem um FOB Code Fimal Rocerved

Record 10f3

um

ttem Suspense Taesance Suspense [ Tolerance Override
- compLerion o ]

Complete_| [_in Process |

21. This will take you to next section for description one (1) below:

22. CURRENT — Type in Current total below:
(Note: The Ordered box will tell you gty ordered)

Record 1 of 3
Quaniity ToCate \ Current

Receved 0 ] Um [ &
Rejested 0 [ | UM [ =)
Retumed 0 Primary Location [ =
Accepted 0 SubLocation [ 2
liem Susperse ‘Tolerance Susperse D Toleranze Override
~ CONPLETION Binset @osels facoy | VFke

Complete || In Process

23. TAB to U/M (it will automatically populate in field)
24. If more lines, REPEAT STEPS 20 through 22.

25. Note: After all intended items have been received,

-
Click NEXT BLOCK' ™

[ Complete |
26. CLICK COMPLETE —_———

ADD B RETRIEVE s RELATED

Ik TOOLS

O Receiver Document YDO16016 has besen completed.

27.



RECEIVE ALL —2"P Method

1.

2.

3.

9.

RECEIVER DOCUMENT CODE.............. NEXT
Next Block
RECEIVER METHOD.................. CLICK SEARCH . ..

e SELECT ONE OF THE THREE CHOICES

CARRIER - Not required

. PACKING SLIP INFORMATION — GET OFF RECEIVING SLIP — if not

available create a unique one.

BILL OF LADING — GET OFF RECEIVING SLIP (not required)
TYPE PO NUMBER - ENTER

TOOLS

RECEIVE ALL PURCHASE ORDER ITEMS

10. NEXT BLOCK

11.

12.

Revised:

NEXT BLOCK - CLICK COMPLETE

ADD B RETRIEVE  JLRELATED  $§ TOOLS 1

0 Receiver Document ¥Y0016016 has been completed.
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