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Receiving

Roles
Initial Approximate Resources:

Initiators

Requesters

Approvers

Receivers

Overview
With the implementation of the FAST PeopleSoft system vendor invoices will be sent directly to the payables departments rather than the buying departments.  The online requisition will be the initiation of the purchase process.  The identification of where the expense should be charged will be done on the requisition and will carry forward automatically through the PO to the Voucher.  The online workflow approval will replace the manual signature approval currently provided on the vendor invoice.

The online receiving and inspection processes will be the departments’ authorization to pay.  In most instances only the receiving process will be necessary.  It is assumed that USF policy requires the goods or services to be inspected prior to recording the receipt, and therefore, the receipt implies acceptance.  

However, for some purchases online inspection will be required.  The guidelines to follow when deciding if inspection should be tracked within the PeopleSoft Purchasing system are as follows:

· Construction purchases

· Large equipment purchases requiring installation or inspection by a technition before authorization for payment should occur

· Purchases which require action by individual other than receiver before authorization for payment should occur

There will be individuals specified in each of the units with the authority to acknowledge receipt and inspection of goods or services online.  

This section outlines the steps executed to generate an online Receiver and where necessary Inspection acceptance.

NOTE: The information in this guide is based on certain assumptions:


· Users have previously received training in PeopleSoft 8.4 navigation

· Control tables have been set up with needed values prior to performing the activities described below.

Occurrence

Online Receipt
As goods/services received

Online Inspection
As Needed

Return to Vendor
As Needed

Documents Required

None

Scenarios:



Roles Perfoming:
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Online Receipt

Short Guide:


Step 1:
Navigate to the Maintain Receipts Page


Step 2:
Enter the Purchase Order Criteria


Step 3:
Identify the PO to be Received Against


Step 4:
Record the Receipt


Step 5:
View PO Comments


Step 6:
View Receipt Lines


Step 7:
Save the Receipt


Step 8:  
Print the Receipt

Step 1 
Navigate to the Maintain Receipts Page

1.1 Navigate to the Document Status page by selecting Purchasing, Shipments, Maintain Receipts from the menu on the left of the page
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Step 2
Enter the Add Criteria

2.1 Click on the Add a New Value tab

2.2 Select the Purchasing Business Unit for the PO you wish to receive against.

Note: The purchasing Business unit represents the entity for which the purchase is being made. The available values are as follows:


TAMPA – Tampa Campus purchases excluding Physical Plant


PPLNT – Purchases made by Physical Plant


STPTE – St Petersburg Campus purchases


SRSTA – Sarasota Campus purchases

Exception – All bookstore purchases no matter what location will be made through the TAMPA business unit

2.3 Accept the Receipt Number value of ‘NEXT’ (this will cause the system to assign the next available number to the receipt when saved)

2.4 Be sure the PO Receipt checkbox is checked
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2.5 Click on [image: image3.png]Add



 to access the Pick Purchase Order page
Step 3
Identify the PO to be Received Against 

3.1 Enter the PO ID if known, otherwise utilize the remainig criteria to assist your search.
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3.2 Click on [image: image5.png]Search



 to display the purchase order lines and schedules that match the entered criteria.
3.3 The Pick Purchase Order page contains the following information

· The Details hyperlink provides a to view more information related to the specific PO.

· The Prior Rcpt column identifies the number of items previously received

· The More Details tab identifies the PO Amount, whether Receipt is Required and any Receiving Tolerances.

3.4 Select the PO to receive by clicking in the Sel checkbox next to the applicable PO lines to copy PO’s information into the receipt.
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3.5 Click on [image: image7.png]0K



 and the system will take you to the Receiving page.

Step 4
Record the Receipt

4.1 After you have selected the row to be received from the Pick Purchase Order page (above), use the Receiving page to create receipts for selected purchase order lines.

4.2 Enter the quantity received in the Receipt Qty field (will default to the remaining PO amount).

4.3 If the Inspect checkbox is checked this indicates that this is a purchase that requires inspection independent of the receiving process.
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NOTE:  The Sel checkboxes are for using the hyperlinks at the bottom of the page and are not necessary for recording the receipt.


4.4 If you are receiving against an Amount Only PO or line, receive in the monitary value of the shipment.  

4.5 If the invoice is enclosed, use the red invoice stamp noting the dates and PO number, sign it and send it to Accounts Payable unless you are one of the areas allowed to keep the original invoice. 

4.6 If the invoice is not enclosed, make sure you retain the packing slip for post auditing.

4.7 If you wish to reject any of the items received, click on the Reject and Inspect tab

4.8 Enter the quantity of items you are rejecting in the Reject Qty field, if applicable.

4.9 Select the rejection action by clicking on the [image: image9.bmp]icon next to the Reject Action field
4.10 Select the rejection reason code by clicking on the [image: image10.bmp]icon next to the Reject Reason field
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Step 5
View PO Comments

5.1 Click on the PO Header Comments and PO Line Comment hyperlinks to view any comments to be sure no special processing is required.

5.2 If there are no related comments you will receive the message ‘There are no PO Header/Line comments for the selected receipt row.’

Step 6
View Receipt Lines

6.1 To view PO detail for the receipt lines click on the dropdown arrow in the ‘More…’ box on the lower right of the page
6.2 Select 5 Line Detail Information to view the PO amount and related PO information
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6.3 Click [image: image14.png]Return



 to return to the Receiving page
6.4 To view PO distribution information for the receipt lines click on the dropdown arrow in the ‘More…’ box on the lower right of the page
6.5 Select 7 Distribution Information to view the PO Chartfield distribution information

6.6 Click on [image: image15.png]Projects



 to view the additional project related distribtuion if the purchase is for a Grant or Capital Project.
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6.7 Click [image: image17.png]0K



 to return to the Receipt page
6.8 To review Line Status information for the receipt lines entered to this point click on the dropdown arrow in the ‘More…’ box on the lower right of the page
6.9 Select 4 Line Status Information to view receipt line status information
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6.10 Click [image: image19.png]Return



 to return to the Receiving page


warning:  If the Distribution is wrong, you must submit a PO change request to Purchasing to change or split the distibution beforE completing the receiving process.  Do not finalize by clicking the Save button until the PO change order has been processed. 

Step 7
Save the Receipt

7.1 Click on [image: image20.png]B save)



 to save the receipt
7.2 Once the save is complete the system will assign a Receipt No and the Status will change to ‘Received’.
[image: image21.png]Recening

Business Unit:  TANPA

ReceiptNo: 0000000027

Receipt Status:
Receive Source:

Recsied
oning  _CancelRecemt| _canceluns | & B 2

¥ PO Receipt

Recy Device Stock

4 By pccemaw Stawssemar  D2MEe SOtk pypeias pspect
unet  [Fason [EA Qs R r r A Qorpemis T
ez [Goeon [EA [QJesone R r r [fA Qorpemis T

Gote: SelectPurchase Order  Header Details EO Header Comments
Insertnon PO line

EO Ship To Comments

more,

Receipt Defaults PO Line Comment







Step 8 
Print the Receipt

8.1 Click on the Print icon [image: image22.png]


 to navigate to the run control 

Step 9
Cancel the Receipt

9.1 Follow the navigation in Step 1.
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9.2 Click on Find Existing Value.
9.3 Enter Search criteria.  Use the PO Business Unit where it says Business Unit here.  (Don’t know why since “PO Business Unit” is below.  Just one of the quirks.) Use the Receipt Number if you know it and/or the PO number.  If you used Defined Items, you can also use the Item Number.
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9.4 Click the Cancel Receipt button. The system checks to see if this is OK.. 

[image: image25.png]Canceling Receipt cannot be reverssd. Do you wish to continue? (10300,33)




9.5 Click Yes.
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9.6 This will return you to the Receipt page where the cancellation is noted.
9.7 Click Save
9.8 Enter a new Receipt for approved items and another for the replacement when it comes in. (See “Online Receipt” above.)
9.9 If the receipt is already matched you will get a Dialog Box stating this.
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9.10 Resolution will have to be arranged with the vendor for credit, replacement or reimbursement.

Online inspection acceptance

For those purchases that require inspection (see guidelines in the Overview to Receiving), the following steps outline the process for acknowledging the inspection acceptance online.

NOTE: The online receiving process must occur prior to recording the online inspection acceptance.

Short Guide:


Step 1:
Navigate to the Inspect Shipments Page


Step 2:
Enter the Receipt Search Criteria


Step 3:
Record the Inspection Acceptance


Step 4:
Save the Inspection

Step 1 
Navigate to the Inspect Shipments Page

1.1 Navigate to the Document Status page by selecting Purchasing, Shipments, Inspect Shipments
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Step 2
Enter the Receipt Search Criteria

2.1 Select the PO Unit associated with the PO needing Inspection

2.2 Enter the BU Recv (should be the same as the PO Unit above)

2.3 Enter the PO ID and Receiver ID if available (or any of the other available search criteria to facilitate the search).
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2.4 Click on [image: image30.png]Search



 to display the purchase order and receipt lines and schedules that match the entered criteria.
2.5 The Select Receipt page contains the following information
· The Details hyperlink provides a to view more information related to the specific POs.

· The Shipping Related tab identifies the Receipt No and Vendor ID.
2.6 Select the PO to receive by clicking in the Sel checkbox next to the applicable PO lines to copy PO and Receipt information into the Inspection.
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2.7 Click on [image: image32.png]0K



 and the system will take you to the Receiving page.
Step 3
Record the Inspection Acceptance

3.1 After you have selected the row to be received from the Select Receipt page (above), use the Inspection page to create inspection acceptace for selected receipt lines.

3.2 Click the Sel checkbox next to the Receipt lines to be inspected

3.3 Enter the quantity inspected and accepted in the Insp Qty field.
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Step 4
Save the Inspection

4.1 Click on [image: image34.png]B save)



 to save the inspection
Return to Vendor (RTV)

The RTV process has one major drawback.  While the RTV is linked to a Receipt, it does not apply  it.  The RTV is treated like a separate entity and hits the payment process in the standard Net 40 days.

As a result, when an item is received, the full invoice will be paid even if items are subsequently returned before the invoice is paid.  The credit will then be applied when the next invoice to that vendor is processed for payment.  In other words, the credit will be applied to an invoice that is related to another purchase order for a different department.

FAST will apply the credit to the chartfield string of the original order, so that is a good thing.  But it will be a problem for a vendor to apply it correctly.  Just like a vendor that takes a payment and applies it to the oldest invoice the university has outstanding, even though we are paying another invoice, the resultant confusion can cause our account to be put on hold.  While this RTV process returns the favor in reverse, revenge is not worth the confusion that will occur in our account with the vendor.

When we have a better handle on the payment processes, we can review the RTV function and reconsider it.

For now, if you receive something in the system that subsequently needs to be returned the procedure would be to cancel the receipt and re-enter just those items that were acceptible. (See “Online Receipt” Step 9 above.)

matched exceptions



When an invoice is entered into the system as a voucher by Accounts Payable, the Matching process takes place.  The invoice is compared to the Purchase Order and the Receipt.  The Purchase Order provides the data for the price of goods and services and also allows a certain tolerance for those prices to differ. The Receipt provides data on what and how many goods or services were provided and accepted by the requisitioning department.  Inspection adds an additional level of approval.

The allowable tolerances on price are selected by the Initiator when Item Categories are selected for each line of a Purchase Order.  Generally,  Item Categories provide a 10% tolerance for price differences both over and under the price at the unit and extended price of the line item.  Item Categoreis prefixed with a “C” generally provide NO tolerance for a price increase and a 10% tolerance for a decrease. (See Request for Purchase Step 3.)

When a Receiver is satisfied that the goods and services meet the department’s expectations, s/he will follow the steps in the Receiving section, above. If the department has chosen to add an Inspection to the purchase, the person responsible will follow the steps in the Online Inspection Acceptance, above.  Receipt and Inspection should be done as soon as possible after goods or services are rendered.

When the system matches the data from the invoice, purchase order, receipt and (if necessary) the inspection, any discrepancies outside the acceptable tolerances will cause the system to create a Matched Exception.

Matched Exceptions will appear on the Receiver’s Worklist. 

If the Matched Exception is on an order that exceeds the $25,000 bid limit, Accounts Payable will contact the Purchasing Agent to resolve the issue.


If an invoice is entered into the system and there has been NO receipt, the Matched Exception will be put on the Requester’s Worklist.

Worklists should be reviewed daily.  Accounts Payable will monitor Matched Exceptions and contact the department to resolve the issue.


Short Guide:


Step 1:
Review Worklist


Step 2:
Resolve Issue


Step 3:
Remove Item From Worklist


Step 1
Review Worklist 

1.1 Click on the Worklist link on the blue task bar 
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Note:  The Work List Filters allow you to reorder the items on the list according to some pre-defined catgories that do not apply to the university


1.2 The Matched Exception Link provides the voucher number, voucher line where the exception occurred and the Matching rule that applies.
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1.3 Click on the Link
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1.4 The Matching Workflow page provides addition information on the exception; the Purchase Order number and line,  Receipt number and line shows where the discrepancy occurs.

1.5 Click on the Go to Matched Exception Details link

1.6 The Matched Exception Override screen displays the vendor name, invoice number and amount being charged to the line.  The match rule invoked by the system is also displayed.
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1.7  Note: Only Accounts Payable has the authority to override the exception.

1.8 Close the Window on the Matched Exception Override page to return to the Matching Workflow Page.

1.9 From here the next item in the worklist can be pulled up.

1.10 Click the View Worklist button to return to the Worklist.
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Step 2 
Resolve Issue

2.1 If the problem is that items have not been received in the system, the exception can be resolved by the Receiver (and Inspector if required) performing that function.


2.2 Price differences over the established tolerances will require approval from the department before Accounts Payable can override the exception.


2.3 If the price differences raise the value of the purchase order over the bid limit of $25,000, Accounts Payable will contact the Purchasing Agent who will in turn contact the department.


2.4 A Purchase Order Change Request will be needed if:

· there is an increase in the quantity of an equipment item

· there is a needed change to any of the chartfield values

· if there is a change in an item or service ordered (not merely a change in quantity)

· if there is a change to any existing order of $25,000 or more

· if there is a change that raises the total of an order to $25,000 or more


Note: An email from an Authorized Signer will be accepted in lieu of a Purchase

Order Change Request form.


Step 3 
Remove Item from Worklist

3.1 Once the issue is resolved, click the Marked Work button next to the Matched Exception on the Worklist.

The item will be gone the next time you log into the system.
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3.2 If the Worklist item needs to be transferred to someone else such as the Inspector or a supervisor, click the Reassign button.

You will have to select a user by their id and leave a comment.
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1.6 Invoice Information





1.6 Match Rule





1.4 Purchase Order number and line





Receipt number and line








9.6 Dialog Box





9.2 Find Existing Value





9.3 Search Criteria











8.1 Print Icon








9.6 Cancellation


9.7 Save





9.4 Cancel Receipt





6.9 The Line Status Details page summarizes the status and quantity information associated with the receipt.





6.5 Receipt Distribution information shows the chartfield distribution which dictates where the cost of the purchase is charged.





1.9 Next in Worklist





1.10 View Worklist





6.2 Line Details page displays PO amount and other PO related information.





1.2  Voucher & Line





Matching Rule
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