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Entering a Partial Receipt

The ePro end user can enter a partial receipt. This allows the end user to accept
specific line items for a Purchase Order and/or specific quantities for the PO items.
The end user can then go back and enter another receipt for any items that were not
received in the partial receipt, as needed.

Step 1.

Log into the e*mpac Finance Application with your FIN Username and Password.

Navigate to the following path:

eProcurement - Receive ltems

The Manage Receipts page opens.

[E

Manage Receipts

Search Criteria

Recefved Date: From |08/20/2006 [ Ta (080712006 [

Bus. Unit: IUMAMH *| Receipt No: Ship To: Search
PO Unit: I 'I PO ID: Clear

Show Status: I Recvd/Open 'I

Add Mew Receipt Process Receipts Inspection  Review ASH Receipt Inouire Return to Vendors

Bus. Unit |Receipt ID
UmAMH - 0000000068 02/21/2006 0000000155 |BM-001 Received  F .’ [==] |_—;,
UnAMH 0000000067 08/31/2006 0000000153 IBM-001 Received [ 'f' = EZ
UnAMH - 0000000066 02731/2006 0000000152 |BM-001 Received & 'f’ =] E‘g
UnAMH 0000000065 083172006 0000000151 IBM-001 Received [ 'fo =] E‘g
UnAMH - 0000000064 0873172006 0000000150 |BM-001 Received & 'fl & E‘g
UnAMH 0000000063 08/31/2006 0000000148 |1BM-001 Received 'fo =] I:Z
UMAMH  DOOODOODGZ D8/31/2006 DOODDO0146 WEMAS-D01  Received [ ‘fo =1 E,’
UmAMH - 0000000061 0273172006 0000000147 1BM-001 Received  FZ 'f’ =] E‘g
=T ] =

Step 2.

Click the Add New Receipt link.

The Receiving (Add a New Value) page opens.

Receiving

Eind an Exis Add a New Value

Business Unit: |UMAMH
Receipt Number: |HEXT

PO Receipt I

Add

Find an Existing Yalue | Add a Mew Value

Step 3.

Click Add
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The Select Purchase Order page opens.

Select Purchase Order
Search Criteria

PO Unit: UMAMH Days +i- Today:
: Start Date: ]
Line/Sched Num: / End Date: &
Release: Yendor Name: Q Vendar Lookup
Item ID: Q Wendor tem ID: a
Ship To: Qa Manufacturer ID: | a
Ship Via: Q Manufacturer's ftem ID: | Q
¥ Retrieve Open PO Schedules
__seah | " No Order Oty  Ordered Oty @ PO Remaining Oty
OK | Cancel | Refresh |

Step 4. Enter the ID (Required).

I\‘ The ID number is your 10-digit Purchase Order (PO) number. You must know the
1 PO number for the items you will receive; there is no search tool for the ID on this
page.

Step 5. Click Search |

The PO Number (ID) is accepted.

Select Purchase Order
Search Criteria

PO Unit: UmamH Q Days +/- Today:
D (0000000253 Start Date: 2]
Line/Sched Num: ! End Date: =
Release: Vendor Name: Vendor Lookup
em I0: ‘ Q Vendor ltem ID: Q
Ship To: Q Manufacturer ID: | Q
Ship Via: 2 Manufacturer's item ID: | 2
Retrieve Open PO Schedules
Receipt Qty Options
Search |

' No Order Oty & PO Remaining Oty

Retrieved Rows amize 2 First 4] 1 of 4 [ Last
[ seiected Rows T Shipping Related T more Details
’LTM POID ’;’; Release | Due Date PO Oty “g:-
[] UMAMH 0000000253 1 1 09162006 6.0000 KOH--NOOR RAFIDOGRAPH 7-PEN T
[] UMAMH 000DOOOZE3 2 1 08/1562008 120000 SKETCH PAPER ROLLS - WHITE 24"
[] UMAMH 0000DDOZE3 3 1 08M 62006 60000 MAYLINE DRAWING KITWITH STRAI
[] UMAMH 0DD0DDOZE3 4 1 08M /2008 6.0000 MAPED PRECISION MATTCUTTING 5Y
O selectan O ciearan
oK | cancel | Remesn |
I\‘ Click the View All link in the Retrieved Rows section if all items are not viewable.

Step 6. Select the Rows to receive.
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Retrieved Rows Cu L First (%) 1-4 of 4 L2 Last
[ Selected Rows | Shipping Related | More Details
PO Unit |POID Line |Sched Release | Due Date 0 Oty
[¥*] UMAMH 0000000253 1 09i15/2008 6.0000 EOH-F-NOOR RAPIDOGRAPH 7-PEM T
[¥] UMAMH 0000000253 2 1 09152006  12.0000 SKEETCHPAPER ROLLS - WHITE 24"
[] UMAMH 0000000253 3 1 09i15/2008 6.0000 MAYLIME DEAWING KITYWITH STEAI
[0 umamMH 0000000253 4 1 091 52006 6.0000 MAPED PRECISION MATTCUTTING 5
O seectas O clearan
oK | Cancel | Refresh
Step 7. . 8.4
Click
The Maintain Receipts (Receiving) page opens.
Maintain Receipts
Receiving
Business Unit: UInAmH Receipt Status: Open X
Receipt ID: MNEXT Add Comments Activities
Header Details
Select Purchase Order
toils T Links and Status | tem g Data T optional input T
Description  |Price Receipt Oty Re”" Accept Oty [Status |Serial De"'m ﬁ:;';" Device
- KOH-I-MOOR Device
1 B sfgigromw 50.88000  |6.0000 B [ea @ g0000 Open [ [ [Ea 1@ e b 4
_ SKETCH -
2 B PAPERFROLLS 593000 [120000 B3 [Ea @ 1200000pen T T B @ o F X
—WHITE 24" —
[ interface Receipt Print Delivery Report | RUn PO ReceiptAcemEl | Interface Asset Information
& save | Elnoity | | Retresh | Eradd | | EupdateDisplay
Step 8. Review the Receipt Qty.

Receipt Lines
[ Receipt Lines T More Details T Links and Stai

3 T tterm I Mty Data T Optional Input T
*Recy

Receipt Oty UOM

Description Price

KOH-I-MOOR

1| RAPIDOGRAPH 5998000 |6o000 | B2 [EA O 60000 Open [ 7 EA Q % b4
TFENT Track
_ SKETCH Deite

2 | [ PAPERROLLS 899000 [120000 | B2 [EA @ 120000 0pen [ [ B -2E X
CWHITE 24" Track

Note: The current Receipt Qty is the quantity of each PO item still available to be
received. You can change the quantity if less than the requested quantity arrived.

Step 9.

Change the Receipt Qty.

Step 10.

Click the Header Details link.
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The Maintain Receipts (Header Details) page opens.

Maintain Receipts

Header Details

09/07/2006 ) Receipt Time: 2/27FM

Business Unit: UmAMH *Receipt Date:

Receipt ID: NEXT User ID kengland
Receive Source: on-line Receipt Status: apen

\fendor: 0000000012 Name: WWB MASON
Location: 001 *Ship To: GDADA00405
Last Change Date Last User to Modify

Carrier ID: @ Container ID: 7
Vehicle ID: Nbr Cartons: —1
Driver ID: Pallets In: ]

Bill of Lading: Pallets Out: [
Pack Slip: Port Of Unloading: [ &
Shipment Number: ’— Ship From Country: m Q

Pro Number: Ship From Location: Q

~ Match Options

Invoice: I™ Allow ERS

Invoice Dt Op: Match Status: To Match

Freight Terms: Match Rule: STAMDARD |
Receipt Hold Options Receipt Processing Options

™ Hold Receipt [ Process Manufacturing

™ Hold Inventory 7 Process Inventory

I” Hold Assets [¥ Process Assets

OK. | Cancel | Refresh |

Step 11.

Enter the Bill of Lading and/or the Packing Slip (if necessary).

Step 12.

Ok

Click

The Maintain Receipts (Receiving) page reopens.

Maintain Receipts

Receiving
Business Unit: UNAMH
Receipt ID: NEXT

Header Details

Select Purchase Order
n

KOH-I-NOOR
RAPIDOGRAPH 59.88000
I-PENT

SKETCH

PAPER ROLLS 899000
- WHITE 24*

2 B

Receipt Status: Open

Add Comments Activities

| Fi

put T
ecy
Accept Oty |Status |5

5.0000 B a |

6.0000 Open

100000 Open T

=R S

[ Interface Receipt Print Delivery Report |

Run PO Receipt Accrual | Interface Asset Infarmation

B save | [SHotity [ o Refresh

Estcd | | FuptsteDisplay

Step 13.

E save

Click
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The Receipt ID is generated.

Maintain Receipts

Receiving
Business Unit: UMAMH Receipt Status: Received x
Receipt ID: 0000000069 Add Comments Activities

Header Details Document Status

Select Purchase Order
Receipt Lines | Ei

B save | [=] Matity | 1 Refresh |

[ Receipt Lines T More Details T Li nd 3 T ftetmn § Wiy Data T Opf it =0 1
Line em Description Price Receipt Oty Recy Accept Oty (Status
_ KOH--NOOR

1 B RAPIDOGRAPH 5998000 |B.0000 B e @ 60000 Received — [T X
I-FENT
SKETCH

2 ) FAPERROLLS 882000  [100000 | B3 [Ea (@ 100000 Received [~ I x
WMHITE 24"

" interface Receipt Print Delivery Report | Run POReceiptAccrual | Interface Asset Information

S Ak | FlUpdateDisplay

END OF JOB AID
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