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Desktop Receiving of ePro Items by Department

Receive ePro Goods in the Department

Procedure

In this topic you will learn how to Receive ePro Goods in the Department.

Step Action

1. NOTE: Currently desktop receipts are only to be created for Office Depot
Purchase Orders unless otherwise directed by the Procurement Team, and,
receipts may only be created for one purchase order at a time.

2. Desktop receiving is a feature in the eProcurement module that allows the
department requester to enter receipts into the system for goods received directly in
the department. For goods delivered through Central Receiving, the current
procedure will continue to remain in place.

3. Office Depot is the first supplier for which Desktop Receipts will be available.
Users will enter the receipt and attach a scanned/signed copy of the packing slip
as record of the receipt.
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@ Employee-facing registry content X + = X

<« c @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT or i -

Workiist | 4& Home | Sign Out

Financials TRN v | o mowe e D

Notification NavBar

Personalize Content | Layout ? Help

; 10:59 AM

2V G B

Action

Click the Main Menu button.

Click the eProcurement menu.

L0 eProcurement J

Click the Receive Items menu.

Ij Receive ltems
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@ Receive ltems x 4+ ~ = X

rcba.psfs.lsuhsc.edu/psp/fstm/E L / /c/PV_N |_V U.PV_RECV_TSFR_WK.GBL?FolderPath= AL_R( _OBJ... -
<« C & rcbapsislsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROCT_OBl... ¥¢ -

Favorites ™ Main Menu ~ > eProcurement ¥ Receive ltems Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v - > 2

Notification NavBar

New Window | Help | Personalize Page

Receive Items

You have 12 lines open for receiving
Receive Selected and go to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | (& |
Requisition Lines to Receive Purchase Order Details

TotReq  Accepted to

Req BU Requisition Item Description ttem 1D oriamt Date

UOM ShipTo  ShipToGLN  AttentionTo Supplier~

Office Depot(R) Brand Pen-Style
[ LSusH 0072090 Plomaniers, 100 Recyded. 2 0 PK  LSUSH &/Connor, Karen o epice pEpC
Highlighters

Office Depot(R) Brand Pen-Style
[ LSUSH 0072091 e 5 0 PK  LSUSH & Connor, Karen | oerice pEPC
Highlighters :

Office Depot(R) Brand Multi-Use
Paper, Letter Size (3 112 x 11}, 96
] LSUSH 0072073 (U.S.) Brightness, 20 Lb, White, [ 0 Ccs  LSUSH gm”m" Karen  oerice pEPC
Ream Of 500 Sheets, Case Of 10
Reams

p Office Depot(R) Erand 3-Hole C A QO'Connor, Karen
[ LsusH 0072073 Adjustable Punch, Black 2 0 EA LSUSH B

OFFICE DEPC

FirA NARAH DY Grand Transnarant

Action

The landing page displays all of the items for which the requester/department
receiver has the ability to receive. The items may represent one or more purchase
orders. Items may not list consecutively if purchase order has multiple items.

At the top left of the page, the system notes the number of lines that the requester
has available to receive. Only requisitions with lines marked as receiving required
are displayed. The yellow Receive Selected button allows users to receive goods for
the lines selected from the grid.

IMPORTANT NOTE: The list will include purchase orders other than those for
Office Depot. At the time, only Office Depot purchase orders will be received in
Desktop Receiving.

The grid contains two tabs: Requisition Lines to Receive and Purchase Order
Details.

On the Requisition Lines to Receive tab, the grid displays each line by the Business

Unit ID, the requisition number/name, the line details, the quantity ordered, quantity
received to date, unit of measure, the Ship To ID, Attention To, and the supplier id if
available.
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@ Receive ltems

< &

Favorites ¥ Main Menu ~

Financials TRN wz

Receive ltems
You have 12 lines open for receiving
Receive Selected

Requisition Lines to Receive
Requisition Lines to Receive

Req BU Requisitions
(] LsusH 0072073
(] LsusH 0072073
(] LSusH 0072020

> eProcurement ¥ >

x  +

& rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ &

Receive ltems

Al = | search Bl Advanced Search

and go to the Receive Form.

Purchase Order Details

Item Description PO Unit

Office Depot(R) Brand Multi-Use
Paper, Letter Size (8 1/2 x 11), 96
(U.S.) Brightness, 20 Lb, White, Ream
Of 500 Sheets, Case Of 10 Reams

LSUSH

Office Depot(R) Brand 3-Hole

Adjustable Punch, Black D)

TK1231066T Chemical Splash/impact
Resistant Goggles, Indirect Eyewear
Venting, Lens Color Clear, Lens
Coaling Scratch-Resistant, Frame
Color Clear, Eyewear Frame Design
Traditional, Lens Material
Polycarbonate, Strap Material Elastic,
Frame Material PVC,

LSUSH

Worklist |

# Home |

P

Notification

Sign Qut

®

NavBar

AddTo +

New Window | Help | Personalize Page

Personalize | Find | View All | (2 | Q First (4) 1-120f12 (¢ Last

PO Gty Receiving Required

6.0000 Required

2.0000 Required

5.0000 Required

Step

Action

10.

On the Purchase Order Details tab, the business unit, requisition number/name, and
the item details from the first tab display along with the PO Quantity, PO Business
Unit, and the Receiving Required indicator.
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@ Receive ltems x + ~

<« C & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ &
P =T

Favorites ¥ Main Menu ~ > eProcurement ¥ > Receive ltems Worklist | & Home | Sign Out

Financials TRN vz | Y = v o > 2

Notification NavBar

Office Depot(R) Brand Composition

[ LsusH 0072081 Book, 7-1/2 x 9-3/4, Wide Ruled, 2 a EA OFFICE DEPOT LSUSH CB)C
100 Sheets, Black/White

[ LsusH 0072084 FB TRIPLE BEAM BAL 610GX.1G 3 ] EA FISHER SCI-002 LSUSH SC

[ LsusH 0072084 BEAKER HEVI DUTY 600ML 6/PK 3 a PK FISHER SCI-002 LSUSH gc
Office Depot(R) Brand Transparent oc

(] LSUSH 0072090 Tape Refills, 3/4 x 1,296, Clear, 1 0 PK  OFFICE DEPOT LSUSH 6
Pack Of 16
Office Depot(R) Brand Pen-Style

; ’ Highlighters, 100 Recycled, ; o'C

[ LsusH 0072080 Assorted Colors. Pack Of 6 2 ] PK OFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Transparent oc

(O LsusH 0072091 Tape Refills, 3/4 x 1,296, Clear, 3 ] PK OFFICE DEPOT LSUSH B
Pack Of 16
Office Depot(R) Brand Pen-Style
Highlighters, 100 Recycled, O'Ci

007 C

[ LsusH 0072091 Assorted Colors, Fack OF 6 5 a PK OFFICE DEPOT LSUSH B

Highlighters
Check Al cearil |

nquire Recewmsl

525 PM

11/2/2021

Step

Action

11.

Scrolling to the bottom of the Receiving Items page, there are yellow buttons to
"Clear All" and "Clear All" as well as a link to Inquire on Receipts.

12.

In the display, the default sort order is by PO schedule description. Users can sort by
supplier or any of the other columns.

In this exercise, you will sort by supplier and then return to original order.

Click the Right scrollbar.
3
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@ Receive ltems

< &

Favorites ¥ Main Menu ~

Financials TRN wz

pceive Form.

ase Order Details

tem Description

[Office Depot(R) Brand Pen-Style
[Highlighters, 100 Recycled,
frssorted Colors, Pack Of 6
[Highlighters

[Office Depot(R) Brand Pen-Style
[Highlighters, 100 Recycled,
(Assorted Colors, Pack Of &
[Highlighters

[Office Depot(R) Brand Multi-Use
[Paper, Letter Size (8 1/2 x 11), 96
U.S.) Brightness, 20 Lb, White,
[Ream Of 500 Sheets, Case Of 10
[Reams

[office Depot(R) Brand 3-Hole
Idjusiable Punch, Black

[imn NanADY Brana Teansmarant

Ll

x

eProcurement ¥

Item ID

+

Receive ltems

Al = | search Bl Advanced Search

New Window | Help | Personalize Page

Tot Req
QtyrAmt

Accepted to
== UOM

PK

PK

cs

EA

Ship To

LSUSH

LSUSH

LSUSH

LSUSH

Ship To GLN

Attention To

Q'Connor, Karen
B

Q'Connor, Karen
B

O'Connor, Karen
B

O'Connor, Karen
B

& rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ & i

Worklist |

Personalize | Find | View All | (21 | Q

Supplier~

OFFICE DEPOT

OFFICE DEPOT

OFFICE DEPOT

OFFICE DEPOT

# Home |

v @

Notification NavBar

Sign Qut

4 1120f12 (») Last

Supplier 1D Number

Step

Action

13.

Supplierv

Click the Supplier column header.

NOTE: This will change the requisition sort order to alphabetical.
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@ Receive ltems x 4+ ~ = X

<« C & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ &
P e

Favorites ™ Main Menu ~ > eProcurement ¥ Receive ltems Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v - > 2

Notification NavBar

New Window | Help | Personalize Page

pceive Form.

Personalize | Find | View All | (21 | E First (4) 1-120f12 (» Last

ase Order Details

temn Description Item ID

Dothea  poceptedfo oM shipTo  ShipToGLN  AtientionTo Supplier Supplier 1D Number

QtyrAmt

fFB TRIPLE BEAM BAL 610GX.1G 3 0 EA LSUSH

SConnur. Karen  couer scio02

Q'Connor, Karen

[BEAKER HEVI DUTY 600ML 6/PK 3 0 PK LSUSH FISHER SCI-002

[TK1231065T Masking Tape, Tape

[Backing Material Paper, Tape

|Adhesive Rubber, Tape Thickness

{4.80 mil, Tape Width 1-1/2 In., Tape

[Length 60 yd., Tape Shape 2 0 EA LSUSH
[Continuous Roll, Tape Color Tan

[Clean Removal Time Not Rated

Min. Tape Performance Temp. 60

[Degree

gcannar. Karen  oRaiNGER-001

Step Action

14. Click the Supplier column header.

NOTE: This will return the requisitions to their original sort order.

Suppliera

15. Click the Left scrollbar.
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@ Receive ltems x 4+ ~ = X

<« C & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ &
P =T

Favorites ™ Main Menu ~ > eProcurement ¥ Receive ltems Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v A

Notification NavBar

New Window | Help | Personalize Page

Receive Items

You have 12 lines open for receiving

Receive Selected and go to the Receive Form.
Requisition Lines to Receive Personalize | Find | View All | (3 |
Requisition Lines to Receive Purchase Order Details

TotReq  Acceptedto o0

Req BU Requisition Item Description ttem 1D oryiamt Date

Supplier= shipTo  ShipToGLN  Afte

Office Depot(R) Brand Composition

[ LsusH 0072081 Book, 7-1/2 x 9-3/4, Wide Ruled, 2 0 EA OFFICE DEPOT LSUSH S'C‘
100 Sheets, Black/White
Office Depot(R) Brand Pen-Style
P . Highlighters, 100 Recycled, P o'Ci
[ LsusH 0072090 Assorted Colors, Fack O 6 2 a PK OFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Transparent oc
[ LsusH 0072001 Tape Refills, 3/4 x 1,296, Clear, 3 0 PK OFFICE DEPOT LSUSH B

Pack O 16

Step

Action

16.

Requisitions are sorted by Item Description, meaning that all lines of the requisition
are not grouped consecutively. Selecting the Requisition column header sorts the
data by requisition number, thus sorting requisition lines consecutively.

Click the Requisition column header.

Requisition
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@ Receive ltems x 4+ - = X

<« C & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¥ &
P =T

Favorites ™ Main Menu ~ > eProcurement ¥ Receive ltems Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v - > 2

Notification NavBar
New Window | Help | Personalize Page
Receive ltems

You have 12 lines open for receiving
Receive Selected and go to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | & |

Requisition Lines to Receive Purchase Order Details
ReqBU  Requisitiona Item Description femip [otRea  Acceptedto

QtylAmt UOM  Supplier~ shipTo  ShipToGLN  Afte

Office Depot(R) Brand Multi-Use

Paper, Letter Size (3 1/2 x 11), 96 oc
(] LsusH 0072073 (U.S.) Brightness, 20 Lb, White 6 0 Ccs OFFICE DEPOT LSUSH B

Ream Of 500 Sheels, Case Of 10

Reams

[ LSusH 0072073 gm;g);g“;‘ﬁ]:ﬁ’?g&'“"'g 2 0 EA  OFFICE DEPOT LSUSH e

TK1231065T Masking Tape, Tape

Backing Material Paper, Tape

Adhesive Rubber, Tape Thickness

4.80 mil, Tape Width 1-1/2 In., Tape oc
[ LsusH 0072080 Length 60 yd., Tape Shape 2 Q EA GRAINGER-001 LSUSH B

Continuous Roll, Tape Color Tan

Clean Removal Time Not Rated

Min. Tape Performance Temp. 60

Degree -

Step Action

17. In this exercise, users will select items from requisition 0072073 to receive.

Click the 0072073 - Line 1 option.
L

18. Click the 00072073 - Line 2 option.
]

19. Click the Receive Selected button.

Receive Selected
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Favorites ™ Main Menu ~ > eProcurement ¥ Receive ltems Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v - > 2

Receive ltems

@ Receive ltems x 4+ ~ = X

<« C & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¢ &
P e

Notification NavBar

New Window | Help | Personalize Page

New Receipt
Business Unit | gysH
Receipt Status Open

*Received Date | 11/02/2021

Header Comments/Attachments Reject Shipme
Receipt Lines (7 Personalize | Find | View
Line Item Id Item Description Received Guantity “uoMm Accept Quantity  Details  Receipt grrzfj‘gf[',”e"‘ E:Taw gm"”"““"" g
1 Office Depot(R) Brand M 6.0000 B [cs |a so0000 B (@] N
2 Office Depot(R) Brand 3 2.0000 By [EA Ja 20000 B o N

Save Receipt

Add New Receipt Inquire Receipts

Step

Action

20.

The Receive Items page includes several defaults such as the Business Unit and the
Receipt Status of Open. The current date defaults into the Received Date.

NOTE: Users will enter the actual date items are received by the department, not
the date the items are being entered into PeopleSoft.

Click the Calendar Received Date button.
E

21.

Click the 1st date/time field.
1

22.

In the grid displaying the lines selected from the previous screen, the Item
Description defaults. The Item Description field is limited to 30 characters, so it
may be challenging to determine which line information you are receiving. By
clicking on the Item Description for a specific line, users will be able to view the
entire Item Description.

Click the Line 1 Item Description link.
Item Desgcription

Ciffice Depot{R) Brand M
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@ Receive ltems x 4+ ~ = X

<« C & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV TSFR WK.GBL?FolderPath=PORTAL ROOT_OBJ... ¢ &

Favorites Main Menu eProcurement Receive ltems Worklist #& Home Sign Out

Financials TRN v | Y == o= N

Notification NavBar

lize Ps
. Receiver ID x [
Receive
Help
New Receip . . . . .
Office Depot(R) Brand Multi-Use Paper, Letter Size (8 1/2 x 11), 96 (U.S.) Brightness, 20 Lb, White, Ream Of 500 Sheets,
B Case Of 10 Reams
recdNO Image Available Price 4350000
Re Category GENERIC ITEM CATEGORY
Item ID
- ect Shipme
Supplier OFFICE DEPOT LLC
Receipt L ind | View 4

Supplier Item ID 940593

B cation U
Line Item | Manufacturer o

1 Manufacturer's ltem ID OC3011
2 UPN Type
UPN ID

Save|

Return to Previous Page,

Add New R

Step Action

23. The complete item description displays.

Click the Return to Previous Page link.

Feturn to Previous Page
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@ Receive ltems X + v

& C 8 rcba.psfsisuhscedu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ £

Favortes ¥ | MainMenu™ 5 eProcurement™ 3 Receive ltems Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar
New Window | Help | Personalize Page
Receive ltems

New Receipt
Business Unit | sysH
Receipt Status Open
*Received Date 11/01/2021 [

Header CommentsiAttachments Reject Shipmel|
Receipt Lines (2 Personalize | Find | View /
Line Htem Id Item Description Received Quantity “uom Accept Quantity  Details | Receipt z'r;f“é’fé“e“‘ Erimary | nit Allocation | 1)
1 Office Depot(R) Brand M £.0000 By [cs |a 60000 B (o] N
2 Office Depol(R) Brand 3 2.0000 B [Ea |@ 20000 B (] N

Save Receipt

Add New Receipt Inguire Receipis

4:54 PM

A N

/272021

Step Action

24, The Received Quantity defaults to the quantity ordered. If the amount actually
received is different, users will enter the quantity actually received. If desired, you
may enter comments for a particular line. If desired, users may enter comments for a
particular line. Repeat for each line to be received.

Enter the desired information into the Received Quantity field. Enter "4".

25. Click the Right scrollbar.

k
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@ Receive ltems x + W = x

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ £

Favortes ™ | MainMenu™ 5 eProcurement™ » Receive ltems Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar
New Window | Help | Personalize Page

Header Commenis/Attachments Reject Shipment

Personalize | Find | View Al | (21 | [ First (4 1-2of2 (k) Last

antity “uom AcceptQuantity  Details  Receipt g’rzfl‘gft‘,“a“‘ = s gg‘ llccatios PO Cancel Line
By [cs |a 40000 & O N B C X
By [EA |@ 20000 B O N B O X

uire Receipts

Step

Action

26.

The Distribution, PO Comments and Cancel Line icons appear at the end of each
line. Users may select the red X under Cancel Line to cancel a particular line if the
item will not be received (i.e., item has been discontinued)

Click the Left scrollbar.
4
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Financials TRN w:

Receive ltems
New Receipt
Business Unit | sysH
Receipt Status Open

*Received Date 11/01/2021 [

Receipt Lines (2

eProcurement ¥ > Receive ltems

@ Receive ltems x + W = x
&« C 8 rcba.psfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ.. ¥ &
Favorites > Main Menu

All ~ | Search Pl Advanced Search

Header Comments/Attachments

Line iem Id

Item Description

Worklist | & Home | Sign Out

AddTo + v @

Notification NavBar

New Window | Help | Personalize Page

Reject Shipmel|

Personalize | Find | View /

Received Quantity “uoM AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ Erimary | nit Allocation | 1)
1 Office Depot(R) Brand M 4 By [cs |a 60000 B (o] N
2 Office Depol(R) Brand 3 2.0000 B [Ea |@ 20000 B (] N

Save Receipt

Add New Receipt

Inguire Receipis

Step Action

27. Click the Header Comments/Attachments link.

Header Comments/Attachments
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@ Receive ltems X + v = x

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ &

Favortes ¥ = MainMenu~ 5 eProcurement~ > Receive lems Worklist | & Home | Sign Out

Financials TRN vz | s 5 AN

Notification NavBar

New Window | Help | Personalize Page

Receive ltem: Receipt Header Comments

New Receipt Help
Business
Receipt Sta Business Unit LSUSH
Receipt Status Open
“Receved Bl | mments Find First (4) 10of1 (k) Last
+|[= Reject Shipmel|
= = Use Standard Comments Entered On: 11/04/2021 3:02:57PM -~
Receipt Lines a0 lize | Find | View /
- Unit Allocation U
Line itemld i al
e
1
2 [ show at Voucher
- Associated Document
Save Reoelpﬂ
Attachment HIEE Vi DI

User/Date Time

Add New Receipt

OK Cancel

Step Action

28. In the Use Standard Comments box, enter comments such as name of the person
who signed for the goods and the date the goods were received.

Enter the desired information into the Use Standard Comments field. Enter
"Packing Slip attached for Office Depot order received by KOCONN on
11/1//21.".

29. NOTE: The Packing Slip must be signed, dated, and attached to the receipt. All
Office Depot orders come with a Packing Slip. If one is not received, contact our
Office Depot representative. Currently the Office Depot representative is Lisa
Patton, at Lisa.Patton@officedepot.com. Lisa will send a copy of the packing slip
to you.

Click the Attach button.
Aftach
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@ Receive ltems

< &)

Favorites

Financials TRN

Main Menu

x  +

eProcurement

All >  Search Pl Advanced Search

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ...

Worklist

Tt A&

#& Home Sign Out

ALC,

Notification NavBar

Add To

New Window | Help | Personalize Page

Receive ltem:
New Receipt

Business

Receipt Sta

*Received O

Receipt Lines |

Receipt Header Comments

Business Unit LSUSH
Receipt Status Open

Comments

Use Standard Comments

1 |Packing Slip attached for Office Dep

Find

File Attachment

Help bd On:

Choose File | Mo file chosen

Upload Cancel

Line itemld
1
2 [ show at Voucher
- A iated Document
Save Receipt]
Attachment
User/Date Time
Add New Receipt

+
11/04/2021 3:02:57PM

View

First

4

x

Help

10f1 (k) Last
= Reject Shipmel|

lize | Find | View /

Unit Allocation U
it al

Delete

Step Action

30.
Choo

se File

Click the Choose File button.
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@ Receive ltems X + v =

L3 C & g

€ Open
Favoites ¥ | Main Me

4 [ » ThisPC » Documents » O Search Documents
Financials TRN
Organize * New folder e M O

. | e . Custom Dffice Templates UPK Loga - DO NOT REMOVE {2 ePro Pack Slip 2
Receive Item § 20 Objects eProc Pre Imp Training Prop UPK Manual Page Master 85 ePro Pack Slip
New Receipt = Desmjp Fax User Productivity Kit % John Doe ResignLtr BTl
— e Firebird WET Info 1 K0_001 a;
] Grad School Zoom 20 002
Receipt Sta ¥ Downleads Installers & App Eval {5/K0_003
*Received D D Music DneMNote Notebooks 2 Binders 2 k0_004
=] Pictures Online Certification B Copyright & Man Regs Eval
B Videos Outlook Files Cost Transfer £ Man Ship Eval e
Receipt Lines Local Disk (G Scanned Documents =] debug 5/ Map Network Drives Elize | Find | View
Line Hemd &y cocuments | Snagit & EABC Fual {15 McGill Contract Lol

UPK Info {14 Enter s Requisition Question Sheet Module_1_Summary

1 afcsdatS (entfi

=
2 = afdatS (\lentfiles v < >

Save Receipl] File name: || v‘ Al Files -

Add New Receipt ’ : 1

Step Action

31. Click the ePro Pack Slip 2 list item.

M= ePro Pack Slip 2

32. Click the Open button.
Open
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@ Receive ltems x + v = x

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... ¥ &

Favorites Main Menu eProcurement Receive tems Worklist # Home Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar

New Window | Help | Personalize Page

Receive ltemy Receipt Header Comments =
New Receipt Help
Business
Receipt Sta Business Unit LSUSH
Receipt Status Open
“Received )

Comments Find First (4) 10of1 (p) Last
File Attachment

+|[= Reject Shipmel|
Use Standard Comments Help fd.On: 11/04/2021 3:02:57FM

i i ( i View /|
(e s 1 |Packing Slip attached for Office Dep pize | Find |
- Unit Allocation U
Line item Id Choose File | ePro Pack Slip 2.docx IRty al
i

1
Upload Cancel
2 [ show at Voucher
. A d Document
Save Receipt]
Attachment — View Delete
User/Date Time

Add New Receipt

Step Action

33. Click the Upload button.
Upload
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@ Receive ltems

< C

Favorite:

Main Menu

Financials TRN

x  +

eProcurement Receive llems

Work

Add To

New Window | Help | Personalize Page

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ...

b SH TR
#& Home

v

Notification

Sign Out

®

NavBar

Receive ltem:
New Receipt

Business

Receipt Sta

*Received O

Receipt Lines |
Line itemld

1

2

Save Reoeipﬂ

Add New Receipt

Receipt Header Comments

Business Unit LSUSH
Receipt Status Open

Comments Find First (4) 10of1 (»
Use Standard Comments Entered On: 11/04/2021 3:02:57PM
1|Packing Slip attached for Office Depot order received by KOCONN on 11//21.
)
[ show at Voucher
Associated Document
ttach View Delete

Attachment ePro_Pack_Slip_2.docx
User/Date Time KOCON12021-11-04-15.04.13.720

Cancel

Help

Last
r- Reject Shipmel|

lize | Find | View /

Unit Allocation U
Amt al

Step

Action

34.

Click the OK button.

Ok

Page 19



Training Guide
of ePro Items by Department

@ Receive ltems x + W = x
&« C 8 rcba.psfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ.. + & !
Favorites Main Menu ~ eProcurement ¥ > Receive tems

Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar

New Window | Help | Personalize Page
Receive ltems

New Receipt
Business Unit | sysH
Receipt Status Open

*Received Date 11/01/2021 [

Reject Shipmel|
Receipt Lines (2

Personalize | Find | View /

Line Htem Id Item Description Received Quantity “uoM AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ Erimary | nit Allocation | 1)
1 Office Depot(R) Brand M 4.0000 By [cs | 40000 B (o] N
2 Office Depol(R) Brand 3 2.0000 B [Ea |@ 20000 B (] N

Save Receipt

Add New Receipt

Inguire Receipis

Step Action

35. Click the Save Receipt button.

Save Receipt
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@ Receive ltems x + W = x

&« C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... ¥ &

Favortes ™ | MainMenu™ 5 eProcurement™ 3 Receive ltems Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar

New Window | Help | Personalize Page

Receipt Saved Successfully
You have saved receipt # 0260774 containing the following items:

Receipt Lines il Fing | 11 First (4 1-20f2 (b Last

Received
Quantity

Line Item Description Reject Quantity  Accept Quantity

Office Depot(R) Brand Multi-Use Paper, Letter
1 Size (8 1/2 x 11), 96 (U_S.) Brightness, 20 Lb, 4.0000 40000
White, Ream OFf 500 Sheets, Case Of 10 Reams

2 Office Depot(R) Brand 3-Hole Adjustable Punch, 2 0000 2.0000
Black
Return fo Manage Requisitions Retum fo Receiving

Step Action

36. To add another receipt, select the Return to Receiving link.

Click the Return to Receiving link.

Feturn to Receiving

37. This completes Receive ePro Goods in the Department.
End of Procedure.
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Reject ePro Goods in the Department

Procedure

In this topic you will learn how to Reject ePro Goods in the Department.

@ Receive ltems x 4+ v = X

< (&) @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL ROOT OBJ... 3 &

Favoites ™ | MainMenu™ 5 eProcurement ™ > Receive ltems Worklist | i Home | Sign Out

Financials TRN ve | K == I

Notification NavBar

Receive ltems =
You have 9 lines open for receiving
Receive Selected and go to the Receive Form.
Requisition Lines to Receive Personalize | Find | View All | {7
Requisition Lines to Receive Purchase Order Details
ReqBU  Reqguisitiona Item Description ttem ID Eﬁm pocepted®®  UOM  Supplier= shipTo  ShipToGLN  Atte
Office Depot(R) Brand Transparent GE
[J LSUSH 0072090 Tape Refllls, 3/4 x 1,296, Clear, 1 0 PK OFFICE DEPOT LSUSH B
Pack Of 16
Office Depol(R) Brand Pen-Style
c . Highlighters, 100 Recycled, ( o'C
[ LSUSH 0072090 Assorted Colors, Pack Of 6 2 ] PK OFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Pen-Style
o007 Highlighters, 100 Recycled h o
[J LSuUsH 0072091 Assorted Colors, Pack OF 6 5 o PK OFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Binder Clips, o
[J LsusH 0072091 Medium, 1-1/4 Wide, 5/8 Capacity, 2 il PK OFFICE DEPOT LSUSH B
Black, Pack Of 24
Office Depot(R) Brand Transparent oc
[ LsUsH 0072091 Tape Refills, 3/4 x 1,296, Clear, 3 0 PK QFFICE DEPOT LSUSH B
Pack Of 16 .

1:42 PM

" iysr021

Step Action

1. In this exercise, requisition 0072091 will be used to reject and received items. The
requisition has three (3) merchandise lines: one for highlighters, one for binder clips
and one for transparent tape.

Five (5) packs of highlighters have been ordered. Only three (3) packs will be
received. All three (3) packs of tape will be received. The two (2) packs of binder
clips will be rejected for being the wrong item and will be returned for replacement.
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@ Receive ltems x + v = x

& C 8 rcba.psfslsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GEBL?FolderPath=PORTAL_ ROOT OBJ... 3 & i

Favortes ¥ | MainMenu™ 5 eProcurement~ > Recsive ems Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar

Receive ltems =

You have 9 lines open for receiving
Receive Selected and ge to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | (3
Requisition Lines to Receive | Purchase Order Details

Req BU Requisitiona Item Description Item ID E'yie;l 3;&:“‘“ ® oM  supplier+ ship To Ship To GLN Atte
Office Depot(R) Brand Transparent o
[J LsusH 0072030 Tape Refills, 3/4 x 1,296, Clear, 1 a PK OFFICE DEPOT LSUSH B
Pack Of 16
Office Depot(R) Brand Pen-Style
Highlighters, 100 Recycled, o'C
007200 C
[J LsUsH 0072090 Assorted Colors, Pack Of 6 2 0 PK QFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Pen-Style
. Highlighters, 100 Recycled, c O'C
[J| LsUsH 0072091 Assorted Colors, Pack OF 6 5 0 PK OFFICE DEFOT LSUSH B

Highlighters

Office Depot(R) Brand Binder Clips,

[J LsUsSH 0072091 Medium, 1-1/4 Wide, 5/& Capacity, 2 Q PK OFFICE DEPOT LSUSH SC
Black, Pack Of 24
Office Depot(R) Brand Transparent oc
[J LSUSH 0072091 Tape Refllls, 3/4 x 1,296, Clear, 3 ] PK OFFICE DEPOT LSUSH B
Pack Of 16

Step Action

2. Select all the lines associated with the requisition.

Click the Line 1 - 0072091 option.
[
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@ Receive ltems x + W = x

& C 8 rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... ¥ & i

Favortes ¥ | MainMenu™ 5 eProcurement~ > Recsive ems Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar

Receive ltems =

You have 9 lines open for receiving
Receive Selected and ge to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | (3

Requisition Lines to Receive || Purchase Order Details

Req BU Requisitiona Item Description Item ID E'yie;l 3;&:“‘“ ® oM  supplier+ ship To Ship To GLN Atte
Office Depot(R) Brand Transparent o
[J LsusH 0072030 Tape Refills, 3/4 x 1,296, Clear, 1 a PK OFFICE DEPOT LSUSH B
Pack Of 16
Office Depot(R) Brand Pen-Style
Highlighters, 100 Recycled, o'C
007200 C
[J LSUSH 0072090 T e ] 2 0 PK  OFFICE DEFOT LSUSH z
Highlighters
Office Depot(R) Brand Pen-Style
[ Highlighters, 100 Recycled, ; o'C
n LSUSH 0072091 Assorted Colors, Pack OF 6 5 0 PK OFFICE DEFOT LSUSH B
Highlighters
Office Depot(R) Brand Binder Clips, oc
[J| LSUSH 0072091 Medium, 1-1/4 Wide, 5/& Capacity, 2 Q PK OFFICE DEPOT LSUSH B
Black, Pack Of 24
Office Depot(R) Brand Transparent oc
[J LSUSH 0072091 Tape Refllls, 3/4 x 1,296, Clear, 3 ] PK OFFICE DEPOT LSUSH B
Pack Of 16

Action

Click the Line 2 - 0072091 option.
[

Click the Line 3 - 0072091 option.
L

Recsive Selected

Click the Receive Selected button.
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@ Receive ltems x + W = x

&« C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ £

Favortes ¥ | MainMenu™ 5 eProcurement~ > Recsive ems Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar
New Window | Help | Personalize Page
Receive ltems

New Receipt
Business Unit | sysH
Receipt Status Open
*Received Date [11/05/2021 [

Header CommentsiAttachments Reject Shipmel|

Receipt Lines (2 Personalize | Find | View /

Line ttem Id Item Description Received Quantity “uom AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ brimary | nit Allocation | 1)
1 Office Depot(R) Brand T 3.0000 By [PK |a 30000 B (o] N
2 Office Depot(R) Brand P 5.0000 B [Pk |@ 50000 B (] N
3 Office Depot(R) Brand & 2.0000 2 [Pk @ 20000 B ] N

Save Receipt

Add New Receipt Inquire Receipts

PM

i@ 114572021 E“

Step

Action

Line 1 is the tape, line 2 is the highlighters and line 3 is the binder clips. All three
(3) packs of tape will be received on Line 1, so the Received Quantity will remain
as defaulted. You will receive three (3) packs of highlighters on Line 2.

Enter the desired information into the Line 2 - Received Quantity field. Enter "3".
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@ Receive ltems x + W x
&« C 8 rcba.psfslsuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ.. +# & !
Favorites > Main Menu

» eProcurement ¥ > Receive tems

Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar

New Window | Help | Personalize Page
Receive ltems

New Receipt
Business Unit | sysH
Receipt Status Open

*Received Date 11/05/2021 [

Header Comments/Attachments Reject Shipment
Receipt Lines (2

Personalize | Find | View /

Line Htem Id Item Description Received Quantity “uoM AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ Erimary | nit Allocation | )
1 Office Depot(R) Brand T 3.0000 By [Pk |a 30000 (o] N
2 Office Depot(R) Brand P k] 3 [Pk |@ 50000 (] N
3 Office Depot(R) Brand & 2.0000 B [Pk @ 20000 ] N

Save Receipt

Add New Receipt

Inquire Receipts

Action

Click the Reject Shipment link.
Feject Shipment
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& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... ¥ &

Favorites Main Menu eProcurement Receive ltems Worklist #& Home Sign Out

Financials TRN vz | s 5 AN

Receive ltems

New Receipt N )
Reject Shipment
Busines
Help
Receipt S
New Receipt
“Received Business Unit LSUSH
Receipt Detail Personalize | View All | (21| [}~ First (4) 1-30f3 () Last Reject Shipme)|
Receipt Lines Item Description gf;e'"" UOM  Reject Oty Reject Reason  RejectAction ﬁmw RMA Line e | Find | View /
Ty — hit Allocation U
| . it ql
: 1 !Ofiice Depot(R) Brand T!  3.0000 FK
2 2 Office Depot(R) Brand P 3.0000 PK
3
3 Office Depot(R) Brand B 2.0000 PK
Save Recef
OK Cancel
Add New Receipt

@ Receive ltems X + v = x

Notification NavBar

New Window | Help | Personalize Page

Step

Action

Enter the Reject Qty for Line 3. In this exercise, both packs will be rejected.

Enter the desired information into the Reject Qty field. Enter "2".
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eive ltems X 4 ~ = X

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ £

Favorites Main Menu eProcurement Receive ltems Worklist A& Home

Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar

New Window | Help | Personalize Page
Receive ltems

New Receipt N )
Reject Shipment
Busines
Help
Receipt S
New Receipt
“Received Business Unit LSUSH
Receipt Detail Personalize | View All | (21| & First (4) 1-30f3 (b Last Reject Shipme|
Receipt Lines Item Description gf;e'"" UOM  Reject Oty Reject Reason IReiaf.[A:lion ﬁmw RMA Line e | Find | View /
g —— hit Allocation U
i + it Qj
. 1 iOffice Depot(R) Brand T! 3.0000 FK
2 2 Office Depot(R) Brand P 3.0000 PK
3
3 Office Depot(R) Brand B 2.0000 PK ] | I |
Save Recef
OK Cancel
Add New Receipt

Step

Action

The Reject Reason and Reject Action must also be entered.

Press [Tab] key on your keyboard to activate the Reject Reason and Reject Action
fields.
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@ Receive ltems X +

< &)

Favorites Main Menu eProcurement

Financials TRN w

Receive ltems

Receive ltems

8 rcba.psfslsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBEL?FolderPath=PORTAL_ ROOT OBJ... ¥ & i

Worklist # Home

v

Notification

Sign Out

®

NavBar

Add To

New Window | Help | Personalize Page

Business Unit LSUSH
Receipt Detail

Receipt Lines Item Description gf;e'""
Line fem Id
, 1 Office Depot(R) Brand T 3.0000
2 2 Ofiice Depot(R) Brand P 30000
3

3 Ofiice Depot(R) Brand B 2 0000

Save Recel

OK Cancel

Add New Receipt

Personalize | View All | (21| [ First (4 1-30f3 (b Last Reject Shipme
UOM  Reject Gty Reject Reason  RejectAction e er | RMALine ge | Find | View /|
hit Allocation U
t q
PK
PK
P[] N —

New Receipt
Reject Shipment
Busines
Help
Receipt S§
New Receipt
*Received

Step Action

10.
Q

Click the Look up Reject Reason button.
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@ Receive ltems x

< &)

Favorite: Main Menu

Financials TRN

Receive ltems

eProcurement

+
8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ...
k L

Receive ltems

Worl

New Receipt B
Reject Shipment
Busine!
Receipt §
New Receipt
*Received Business Unit L

Receipt Detail

Receipt Lines| Item Description

Line item Id
q 1 Office Depot(R) Brand
2 2 Office Depoi(R) Brand
3

3 Office Depol(R) Brand

Save Recd

Add New Receip

Look Up Reject Reason

Search by: Reject Reason Code begins with
Look Up Cancel | Advanced Lookup

Search Results

View 100 First (4} 18ofs (k) Last

Reject Reason Code Description

DAM Damaged Goods

FAL Failed Inspection

INC Incomplete Shipment
LAT Late Shipment

RLY Early Shipment

WRG ‘Wrong Goods or Service

Help

Add To

New Window

Tt &

Home

v

Sign Out

®

Notification NavBar

| Help | Personalize Page

4

jber

1-30f3 (b

RMA Line

Help

Last Reject Shipme

e | Find | View 4

it Allocation U
it al

Step

Action

11.

WRG

Click the WRG list item.
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@ Receive ltems X +

e

Favorites

Financials TRN w2

8 rcba.psfslsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ...

Main Menu eProcurement

Receive ltems

New Receipt

Receipt Lines|

Line fem Id

1

2

3

Save Recq

Add New Receip

Busine!
Receipt §

*Received

Receive ltems

All > Search Pl Advanced Search

Worklist # Home

Add To

New Window | Help | Personalize Page

T oA

ARG,

Notification

Sign Out

NavBar

Reject Shipment

New Receipt
Business Unit LSUSH

Receipt Detail

Received
Item Description Qty

1 Office Depot(R) Brand T 3.0000

2 Office Depot(R) Brand P 3.0000
3 Office Depof(R) Brand B 2.0000

OK Cancel

Personalize | View All | (11| B

UOM  Reject Qty Reject Reason Reject Action

FK
PK
PK 2.0000

WRG

oY —

Help

First (40 1-30f 3 (b Last

RMA o
Number RMA Line

Reject Shipmel|
te | Find | View /

it Allocation U
it al

Step

Action

12.

Click the button to the right of the Reject Action field.

b
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< &)

Favorites

Main Menu

Financials TRN w2

@ Receive ltems X +

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... ¥ &

eProcurement

Receive ltems

Receive ltems

Worklist

#& Home

v

Notification

Sign Out

®

NavBar

Add To

New Window | Help | Personalize Page

New Receipt
Busine!
Receipt §

*Received

Receipt Lines|
Line itemld
1
2
3

Save Recq

Add New Receip

Reject Shipment

New Receipt
Business Unit LSUSH

Receipt Detail

Received
Item Description Qty

1 Office Depot(R) Brand T 3.0000

2 Office Depot(R) Brand P 3.0000

3 Office Depof(R) Brand B 2.0000

OK Cancel

FK

PK

PK

Reject Oty

2.0000

Personalize | View All | (21| [ First

Reject Reason Reject Action

- ' E

Return For Replacement

Return for Credit

4

RMA
Number

Help

1-30f3 (» Last Reject Shipme|

RMA Line be | Find | View 4

it Allocation U
it al

Step

Action

13.

Click the pane.

Return For Replacement

14.

Click the OK button.

Ok
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@ Receive ltems x + W = x

&« C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT OBJ... ¥ £

Favorites Main Menu ¥~ » eProcurement v

> Recsive ltems Worklist | & Home | Sign Out

Financials TRN vz | Y x5 AN

Notification NavBar

New Window | Help | Personalize Page
Receive ltems

New Receipt
Business Unit | sysH
Receipt Status Open

*Received Date 11/05/2021 [

Header Comments/Attachments

Receipt Lines (2 Personalize | Find | View /

Line ttem Id Item Description Received Quantity “uom AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ brimary | ni llocation | 1)
1 Office Depot(R) Brand T 3.0000 By [Pk | 30000 B (o] N
2 Office Depot(R) Brand P 3.0000 B [Pk |@ 30000 B (] N
3 Office Depot(R} Brand & 2.0000 B Pk |Q = o N

Save Receipt

Add New Receipt Inquire Receipts

Step Action

15. Click the Header Comments/Attachments link.

Header Comments/Attachments
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@ Receive ltems X + v = x

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ ROOT OBJ... 3 &

Favorites Main Menu eProcurement Receive ltems Worklist #& Home Sign Out

Financials TRN vz | Y 1. 5 AN

Notification NavBar

New Window | Help | Personalize Page

Receive ltem: Receipt Header Comments

New Receipt Help
Business
Receipt Sta Business Unit LSUSH
Receipt Status Open
“Received B | o mments Find  First (4) 10f1 (b Last
+|[= Reject Shipmel|
L Use Standard Comments Entered On:_11/05/2021 1:46:05PM _
Receipt Lines | ; lize | Find | View /
- Unit Allocation U
Line itemld Amt al
1 Vi
2 [ show at Voucher
3 Associated Document

User/Date Time

Add New Receipt oK Cancel

1:46 PM

U s

Step Action

16. In the Use Standard Comments box, enter comments such as name of the person
who signed for the goods and the date the goods were received.

Enter the desired information into the Use Standard Comments field. Enter
"Packing Slip attached for Office Depot for goods received and rejected by
Karen O'Connor on 11/4/21.".

17. NOTE: The Packing Slip must be signed, dated, and attached to the receipt. All
Office Depot orders come with a Packing Slip. If one is not received, contact our
Office Depot representative, Lisa Patton, at Lisa.Patton@officedepot.com. Lisa
will send a copy of the packing slip to you.

Click the Attach button.
Aftach
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@ Receive ltems x + v = x

& C 8 rcba.psfslsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBEL?FolderPath=PORTAL_ ROOT OBJ... ¥ & i

Favorites Main Menu eProcurement R e ltems Worklist # Home Sign Out

Financials TRN vz | Y s s AN

Notification NavBar

New Window | Help | Personalize Page

Receive ltem: Receipt Header Comments. =
New Receipt Help
Business
Receipt Sta Business Unit LSUSH
Receipt Status Open
“Received O | ¢omments Find  First (4) 10f1 (b Last
File Attachment F[= Reject Shipmel|
Use Standard Commenis Help §d.On: 11/05/2021 1:46:05PM

i i ‘ i View /|
(e s 1 |Karen O'Connor received and rejecs pize | Find |
- 1 Unit Allocation U
Line item Id Choose File  No file chosen Amt aql
i

1
Upload Cancel

2 [ show at Voucher
3 Associated Document
Save Receipt] Attachment m View Delete
User/Date Time

Step Action

18. Click the Choose File button.

Choose File

Page 36




Training Guide
of ePro Items by Department

@ Receive ltems X + v =

L3 C @ g

€ Open
Favoites ¥ | Main Me

4 [ » ThisPC » Documents » O Search Documents
Financials TRN
Organize * New folder e M O

. I . Custom Dffice Templates UPK Loga - DO NOT REMOVE {2 ePro Pack Slip 2
Receive Item 3 30 Objects eProc Pre Imp Training Prop UPK Manual Page Master §/ePro Pack Slip
T = DEsk‘tDJp Fax User Productivity Kit @ John Doe ResignLtr BTl
— 2 Documens Firebird WET Info 1 K0_001 a;
] Grad School Zoom 20 002
Receipt Stal ¥ Downloads Installers & App Eval 0Z]K0_003
*Received D b Music DneMNote Notebooks 2 Binders 2 k0_004
=] Pictures Online Certification B Copyright & Man Regs Eval
B Videos Outlook Files Cost Transfer & Man Ship Eval Reject Shipme
Receipt Lines Local Disk (G Scanned Documents =] debug 2 Map Network Drives glize | Find | View /
Line tem Id Snagit & EABC Fual {15 McGill Contract Unit Allocation  U|
= my documents { . . . Amt ql
UPK Info {12 Enter 5 Requisition Question Shest 5] Module 1 Summary
1 = afcsdats (entfi
2 = afdats (Ventfiles v < >
3 File name: | | |anFiles ~

 soverecsinl e

Step Action

19. Click the ePro Pack Slip list item.
1= ePro Pack Slip

20. Click the Open button.
Open

Page 37



Training Guide
of ePro Items by Department

@ Receive ltems

< &)

Favorites

Financials TRN w:

Main Menu

x  +

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_RECV_TSFR_WK.GBL?FolderPath=PORTAL_ROOT_OBJ...

eProcurement

All ~  Search Pl Advanced Search

Worklist

Add To

New Window | Help | Personalize Page

#& Home Sign Out

AC,

Notification

Tt A&

NavBar
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21.

Click the Upload button.
Upload
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Received Quantity “uom AcceptQuantity  Details  Receipt z'r;i‘é’fé“e“‘ brimary | ni llocation | 1)
1 Office Depot(R} Brand T 3.0000 By [Pk | 30000 B (@] N
2 Office Depot(R) Brand P 3.0000 B [Pk |@ 30000 B (@) N
3 Office Depot(R) Brand & 2.0000 B Pk @ B ] N

Save Receipt

Add New Receipt Inquire Receipts

Step Action

23. Click the Save Receipt button.

Save Receipt
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You have saved receipt # 0260778 containing the following items:

Receipt Lines :___Perg_g_r_vah;g_;\ Find | 32| First (4) 1-30f3 (») Last
Line Item Description g‘f;f"t'igd Reject Quantity  Accept Quantity

Office Depot(R) Brand Transparent Tape Refills 0 .
! 3/4 x 1,298, Clear, Pack Of 16 3.0000 30000

Office Depot(R) Brand Pen-Style Highlighters,

2 100 Recycled, Assorted Colors, Pack Of 6 3.0000 3.0000
Highlighters
Office Depot(R) Brand Binder Clips, Medium, 1- . ;

3 11 Wide, 5/8 Capacity, Black, Pack Of 24 2.0000 20000

Return to Manage Requisitions Retum fo Receiving

1:48 PM

s B

Step

Action

24,

The Receipt confirmation displays the receipt number, the quantity and goods
received, and the quantity and goods rejected.

Click the Return to Receiving link.

Return to Receiving

Page 41
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Req BU Requisition~ Item Description E‘yiﬁl gg‘f”‘“ ©® UoM  supplier~ Ship To Ship To GLN Atte
Office Depot(R) Brand Pen-Style
Highlighters, 100 Recycled 0'Cy
007200 C
[J LsUsH 0072090 Assorted Colors, Pack Of 6 2 ] PK QFFICE DEPOT LSUSH B
Highlighters
Office Depot(R) Brand Transparent oc
[J LsUsH 0072090 Tape Refllls, 3/4 x 1,296, Clear, 1 ] PK OFFICE DEFOT LSUSH B
Pack Of 16
Office Depot(R) Brand Binder Clips. od
[J LSUSH 0072091 Medium, 1-1/4 Wide, 5/8 Capacity. 2 0 PK OFFICE DEPOT LSUSH B
Black, Pack Of 24
Office Depot(R) Brand Pen-Style
c Highlighters, 100 Recycled, 0'C
[J LSUSH 0072091 Assorted Colors. Pack Of 6 5 3 PK OFFICE DEPOT LSUSH B
Highlighters

TK12110RRT Chamical

1:49 PM

7 O

11/5/2021

Step

Action

25.

Two of the 0072091 requisition items remain in the Requisition Lines to Receive
panel as Pending. Line 1 is the binder clips which were rejected, but rejected for
replacement. The binder clip packs remain so they can be received when the correct
binder clip is sent by Office Depot.

Line 2 is the highlighters. Only a partial shipment was received, so two (2) packs
are still outstanding. This line remains so that those two (2) packs can be received
when sent by Office Depot.

26.

This completes Reject ePro Goods in the Department.
End of Procedure.
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