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Training Guide – Receipt Module
Adding and Editing a Receipt
State of Kansas
Applicable Role(s): 
Agency Receiver

Add a Receipt

Navigation:  Main Menu > Purchasing> Receipts>Add/Update Receipts
Important:  The PO must have ‘Receiving Optional’ or ‘Receiving is Required’ selected on the Receiving Tab. 

Select ‘Add a New Value’ tab.
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Click the ‘Add’ button.  A ‘Select Purchase Order Search Criteria’ window appears.  The business unit appears by default.  Enter any other available search criteria.

The search functionality of the ‘Select Purchase Order’ page allows the agency receiver to perform a broad or narrow search based on a variety of search criteria.  The agency receiver can use one, some or all of the available fields.
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Click the ‘search’ button.  Purchase order lines and schedules that match the entered criteria display in the ‘Retrieved Rows’ table.  
Select the PO line(s) from the ‘Retrieved Rows’ table to place it on the Receipt document.
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Click the ‘OK’ button.

The ‘Maintain Receipts – Receiving’ page displays.
· Click the Header Details link to access the Maintain Receipts – Header Details page.  Use the Header Details page to view and enter receipt header information.

· Click the Add Comments link to access the Maintain Receipts – Receipt Header Comments page.  Use the Receipt Header Comments page to add header level comments that will be associated with this receipt.  One comments are added, the link will be displayed as Edit Comments.  Click the link to add additional header level comments or to review existing ones.

· Click the Activities link to access the Maintain Receipts – Activities page.  Use this page to add or review activities associated with the receipt header.
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Receipt Lines Tab:
Receipt lines display in the Receipt Lines tab for the purchase order lines selected on the ‘Select Purchase Order’ page.

Click the Line Detail button to access the Receipt Line Details for Line page to view details about the receipt.  
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· When creating a PO Receipt, use the Receipt Qty field to enter the quantity of items being received only if it differs from the original quantity on the purchase order.  Notice that the original quantity on the purchase order defaults into the Receipt Qty field.
· The Recv UOM value defaults from the UOM value on the original purchase order.  Change the UOM only if it differs from what was on the original purchase order.
· The Accept Qty field displays the quantity of items accepted.
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Reject Items During Receiving

· An item can be rejected before it is actually received.  If this happens, the item does not have to go through the RTV process.
· For example, if a shipment of 12 items is received, 6 can be accepted and 6 can be rejected.  If an item is rejected, a ‘Reject Reason’ is required. (found on the ‘More Details’ tab)
· You can partially reject a group of items.
· The ‘Accept Qty’ field displays the quantity of items accepted.
Note:  The quantity rejected cannot be greater than the quantity received.  Receipt quantity = number of line items in the shipment.
[image: image8.png]Dece 6.0000
o000 i@ [ Q| sooooppen [ [ ea @ Do





Note:  Only deselect the ‘Interface Receipt’ check box if you are going to use the “receive only” functionality.  (Receive Only = No Purchase Order)
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More Details Tab:
Select the More Details tab to enter or view information such as the following:

· The ‘Reject Action’ field is used to enter the reason the item(s) are being rejected. Values for the ‘Reject Action’ field are:  C = Return for credit or R = Return for replacement.
· The ‘Reject Reason’ field is used to enter the rejection reason for the items.  The values for the ‘Reject Reason’ field are:  DAM = Damaged, DEFECT = Defective Item, RECERR = Received in Error,  Too Many = Too Many Delivered.
· The ‘RMA Number’ field is completed if a vendor issues RMA Numbers (Return Merchandise Authorization) for returns being sent back to their warehouse.

· The ‘RMA Line’ field is used to enter the RMA line number issued by the vendor.

Links and Status Tab:

· Select the Links and Status tab to enter comments at the line level. (See below.)
· If you are creating a Non-PO receipt, you need to ensure that Location, Asset Details, and Distribution information is populated.  Use the Links and Status tab to access this information.
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Optional Input Tab:
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Select the Optional Input tab to enter or view information such as the following:
· Set a receipt line to Hold status or remove from Hold status.  (See above.)
· Invoice ID

· Packing slip ID

· PRO number (Progressive number used to track freight shipments, usually 10 digits)

· Country of origin

· Whether the shipment is a replacement for a prior return

Source Information Tab:

Use the Source Information tab to view the PO ID, PO Line number, PO Schedule number, and PO Line Comments button (which looks like a text bubble).  If comments have already been saved, lines will appear in the text bubble.
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Save Button and Dialog Box

· To save the receipt, click the ‘Save’ button.
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A message window displays with the receipt number.  Click the ‘OK’ button.

[image: image14.png]Message from webpage {

Receipt, 0000002258, is saved and Job, RECV_00, has been scheduled for
process (Process Instance = 212484). (10300,253)

“This means the receipt is being updated by the receipt integration I
process. Any additional processing for this receipt will equire
reopening the receipt in Update / Display mode.





Receipt ID

· At the Header level of the Maintain Receipts page, SMART generates a Receipt ID for the receipt you created.  
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Receipt Status and Cancel Button

· Click the Cancel Receipt button to cancel the entire receipt.

· Canceling a transaction CANNOT be reversed.

· Once a receipt has been cancelled, you can view the cancelled receipt at the following navigation:  Purchasing ( Receipts ( Review Receipt Information ( Receipts
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Edit A Receipt

Navigation:  Main Menu > Purchasing> Receipts>Add/Update Receipts

Select the ‘Find an Existing Value’ tab.    Enter the receipt number that you want to edit.  Then click ‘search.’
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To add a PO to an existing receipt, the PO to be received must have the same vendor as the receipt.  

Click the ‘Select Purchase Order’ link.
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The ‘Select Purchase Order’ window opens.  Click ‘Search’ if you want a list of all available POs for the vendor.  To narrow your search, you can add any available information and then click ‘Search’.
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Next, select the PO(s) that you want to add to the receipt from the ‘Retrieved Rows’ window and then click ‘OK’:
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To remove a Receipt Line from a Receipt, click on the red X and the end of the Receipt Line:
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· To save the updates to the receipt, click the ‘Save’ button.

Date created: 5/28/14


