UR Procurement — Create Receipts

Instructions

Details and Screenshots

Home page:

e Use the UR logo to return
to this Home screen

e Use the Search field with
keywords

e Use the Inbox for
Workday messages

e Use the Procurement
worklet for frequently
used tasks and reports
0 Create Requisitions
0 Create Receipts
0 Find Requisitions

‘@ R()E[ lef.g'.ll'lﬁR Q Search g &[

Search field (search for
task type or number)

Use the
‘?pp“catm“s Procurement worklet
G for various tasks

Supplier Accounts Match Event for Supplier Invoi...

5 day(s) ago '.'.
Goto Inbox & ﬁ

Procurement Favorites

Rules

e The create receipt action is required for Goods-based orders over $2500.00. The supplier invoice will not be paid until a

receipt is created.

e The create receipt action is required for all services-based orders, all grant (FAO=GR), and all capital, no matter the dollar
value. The supplier invoice will not be paid until a receipt is created.

e The create receipt action is required when supplier invoice is Submitted and the Match Exception when Missing Receipts
or there are not enough Receipts exceptions occur.

e The create receipt action is required when supplier invoice is Submitted and the Match Exception that Invoice Total
Amount is greater than the Receipt.

e Once areceiptis approved, the receipt cannot be edited or corrected but can be cancelled. If a receipt needs to be
corrected, the Requisitioner should contact the P2P Service Center to cancel the receipt. Then the Requisitioner can

create a new receipt.
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Instructions

Details and Screenshots

From the Procurement
dashboard if you have
Workday Roles assigned

Requisitioner

e Under Tasks, select
<Create Receipt> and
then search for order
that is ready to be
received

0 Can use the My Open
Requisitions report to
review a list of orders
and create a receipt
from the purchase
order.

0 Can use the My
Purchase Order and
create a receipt from
the purchase order
(related action)

Requestors that do not have

Workday Roles Assigned

e Click InBox to review POs
that are ready to receive.

e Record the PO number to
create a receipt in the
step below.

e Enter <Create Receipt>
in the Global Search Field
and press Enter.

e The screens below will
appear. Continue with
the instructions below.

< Procurement

My Purchase Orders & 2 Resources
= Corporate Purchasing
Purchase Order Requester Status Order Date Supplier Total Amount Ret
- Finance Policies & Procedures
MPURDDDOO154 Jane Smith Issued 03/07/2018 Abbott 12,000.00 RE|
Laboratories
Parent IE Tasks
™PUR0DDD0OO155 Jane Smith Issued 03/07/2018 Abbott 12,000.00 RE|
Laboratories Create Requisition
Parent
Create Receipt
Create Return
“PURO0OD00162 Jane Smith Change Order In 03/09/2018 DL Instruments 150,000.00 RE
Progress LLC
q » IE1 Reports
View More ... My Open Requisitions (NCL)
View Supplier
BRI || Q cvinmeer |m m =,

Craats Recaipt

Warwirrg. All Sort By. Newest

Purchase Order: PUR00000488, Supplier: Dell Marketing LP, Date: 05/04/2018, Amount: $1,000.00

Purchase Order: PURDDOD04ES, Supplior: Dall
Marketing LP, Date: 05/04/2018, Amount: £1,000.00

PURDOGO04DS Approm

1 day(s) ago

1 day(s) age

Detaila  Purchase Order: PURDCODOAEE, Suppher: Dell Marketing LP, Dute: 05/04/2018, Ameant 5100000
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Instructions

Details and Screenshots

Requisitioners Select
<Create Receipt> under
Actions to search by
purchase order or supplier
contract

e Select the Purchase
Order radio button and
search for order either by
typing the PO number or
using the prompts

Create Receipt

o Purchase Order

.
Supplier Contract | Purchose Ordersiy Supplir > Create Receipt

Goods POs >

Fully Receive

Service POs >

o Purchase Order

& Dell Marketing LP

Supplier Contract

Cancel

Create Receipt

o Purchase Order

Supplier Contract

< University Sleep Products Inc

No ltems. PURODOOO128
e If searching by supplier
name, if there is nothing
to receive for a given Create Receipt
supplier, it will show No
Items
e Use the Fully Receive © FPurchaseOrder | x PURD000D128 i=
checkbox if the order was Supplier Contract =
fully received. This can
be changed on the next
Fully Receive
screen if desired. ’
o Select <OK>
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Instructions

Details and Screenshots

e Review the Summary
area of the Create
Receipt screen

e Scroll down to the line
level details

e Review the line level

details. Enter the
Quantity to Receive if
necessary.

¢ Create Receipt

You are about to fully receive the remaining quantities/amounts. This doesn't apply to lines with Contingent Worker and Project-Based Services. Review your lines before you submit.
Receipt Number  -new -
~ Summary ~ Additional Information
Company % 010 Central Administration Requester Jane Smith
Supplier University Sleep Products Inc Requisition REQO0D00172
Receipt Date * = 02/26/2018 = Purchase Order  PUR00000128
Currency ush
Memo
Goods Lines Attachments

Goods Lines 1 item

Supplier

ltem ltem Description Item (RE==E Purchase Order Line Spend Category Qua ".my &
. ltem Receive
Identifier
=y Here is where to enter the description of PUROD0O00128 - Line Equipment Furniture 1
o the goods you are ordering 1 (SC64200)

Quantity
Ordered

R
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Instructions Details and Screenshots

e Goods-based orders do ,

not require an
attachment

e Services-based orders
must have an attachment
uploaded in the
Attachments area. This
should be a copy of the or
packing slip (or a picture
of it). Select files

e Select the Attachments
tab and drag and drop
(or choose the Select

Attachments

Drop files here

Files button) in order to
add an attachment

When ready, select <Submit>
button
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Instructions

Details and Screenshots

Once the receipt is
submitted, the details can be
viewed. Take note the
receipt is approved.

Once a receipt is approved,
the receipt cannot be edited
or corrected but it can be
cancelled. If a receipt needs
to be corrected (or undone),
the requisitioner should
cancel the receipt and create
a new one.

Item Description
Here is where to enter the description
of the goads you are ordering

Match Exception for Missing
Receipts or Not Enough
Receipts

e Requesters will receive
an inbox task for match
exceptions for missing or
not enough receipts.

e For goods or services
that have been physically
received or performed,
navigate to the purchase
order from the inbox task
in order to create a
receipt.

Actions (23) Archive
Sart By Hewest

IVDICE: 3T SUDESE

4 day(s) ago - Due 0512/2018

Receipt O ReceiptNumber ~ RCTOO000082  Status  Approved
~ Summary v Additional Information
Company 010 Central Administration Requester Jane Smith
Supplier University Sleep Products Inc Requisition REQODO00172
Document Date ~ 02/26/2018 Purchase Order ~ PUR00000128
Memo (empty) Currency uso
Created by Jane Smith
Goods Lines Process History Attachments
Goods Lines 1 item [CERE
Goods Line  Item and Category Quantity Ot ef UnitCost  EX=M9ed g i ecs Document Lines Purchase Order Line Details
Measure Amount
Q Item 1 Each 149.99 14999 pyrchase Order Line Quantity Ordered
PUR00000128 - Line 1 1

Quantity Received
|

Review Supplier Accounts Match Exceptions
Supplier Accounts Match Event for Supplier Invoice: SPI01306185  ason

Supplier Accounts Match Event for Supplier
Involce: SPI01306185

4 dayls) ago - Due 05/12/2018

Supgplier Accounts Match Event for Supplier
Invoice: SPID1206241

5 day(s) ago - Due 05/12/2018

Supplier nvolce Request : G5M Consultants on
05/01/2018 for $4,000.00

& day(s) ago - Due 05/10/2018

Supplier Invoice Request : CS5M Consultants on
05/01/2018 for $4,000.00

7 day{s) ago - Due 05/09/2018

Supplier Accounts Match Event for Supplisr e

Supphiar Inveics a

Inwaice Numbar

« Invoice Information
010 Central Administration

Company

Send Back

Status  In Pragress

Save for Later Cancel

QRG Procure to Pay — Create Receipt v1.1

Visit www.

rochester.edu/adminfinance/urprocurement

Match Statis  Exception



http://www.rochester.edu/adminfinance/urprocurement

	UR Procurement – Create Receipts

