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Receiving/Accepting All PO Items

I In order to receive/accept all PO items, the ePro end user must select the Purchase
nir Order, select all items, and save the items in the Receiving page. Once the
receiving process is completed, the status of all PO items changes to “Received.”

Step 1. Log into the e*mpac Application with your Username and Password.

_@_ Navigate to the following path:

eProcurement = Receive Iltems

The Manage Receipts page opens.

BEr

Hew window | Custormize Pace | n,

Manage Receipts

Search Criteria

Received Date: From |09/15/2006 To |10/02/2006

Bus. Unit: | UMAMH v|  Receipt Ho: | Ship To| Search
PO Unit: POID: Clear

Show Status: | RecvdiOpen v

Add New Receipt Process Receipts Inspection  Review ASK Receipt Inguire Return to Yendars

UMAMH 0000000099 09/29/2006 0000000424 WEMAS-0D1  Received [y “@ & [
UMAMH 0000000088 0828/32006 0000000422 WEMAS-001  Received E% P =B
UMAMH 0000000087 09/29/2006 0000000421 WEMAS-001 Receved [ % & [
UMAMH 0000000086 09/26/2006 0000000420 WBMAS-001  Receved [ % & 3
UMAMH 0000000095 09/29/2006 0000000419 WEMAS-001  Received [ % & [
UMAMH 0000000084 09/26/2006 0000000418 WBMAS-001  Receved [ % & 3
UMAMH 0000000093 09/29/2006 0000000417 WEMAS-001  Received [ % & [
UMAMH 0000000082 09/26/2006 0000000416 WBMAS-001  Receved [ % & 3
UMAMH 0000000081 09/29/2006 0000000415 WEMAS-001  Received [ % & [
UMAMH 0000000080 09/26/2006 0000000414 WBMAS-001  Received [ % & 3
UMAMH 0000000089 09/29/2006 0000000413 WEMAS-001  Received [ % & [
UMAMH 0000000088 09/26/2006 0000000413 WBMAS-001 _ Received [ % & [

’_

Step 2. Click the Add New Receipt link.

The Receiving (Add a New Value) page opens.

T Wind ow | o,

Add a New Value

Business Unit:  [JUMAMH ©
Receipt Humber: NEXT
PO Receipt

Add

Find an Existing Yalue | Add a MNew Value

Step 3.
P Click Add
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The Select Purchase Order page opens.

B

New Window | Custarize Page | 5

Select Purchase Order

Search Criteria

PO Unit: UnAnH Days +/- Today:
I: Start Date: &)
Line/Sched Num: ! End Date: [}
Release: Vendor Name: Q Yendor Lookup
ftem ID: Q Vendor ftem ID: Q
Ship To: Q Mamufacturer ID: ‘ Q
Ship Via: a Manufacturer’s item ID: ‘ a
Retrieve Open PO Schedules
Receipt Qty Options
ﬂl O No Order Oty O Ordered Oty & PO Remaining Oty

0Ok ‘ Cancel| Refresh |

Step 4. Enter the ID (Required).

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

page.
Step 5.
p Click Search .

The PO ID number is accepted.

[ED
New indow | Custorize Page | &,

Select Purchase Order

Search Criteria
PO Unit: umamMH G, Days +/- Today:
D: 1000000232 Start Date:
Line/Sched Num: ! End Date:
Release: Vendor Name: Q Vendar Lookup
tem ID: Q Vendor item ID: Q
Ship To: Q Manufacturer ID: ‘ Q
Ship Via: 2 Manufacturer's ttem ID: ‘ 2
Retrieve Open PO Schedules
Receipt Qty Options
ﬂl ) No Order Oty O Ordered Oty @ PO Remaining Gty

Retrieved Rows CL d |

I Selected Rows T\ Shiping Relat=cl T hire Detais

[ UMAMH 0000000292 1 1 08/15/2008 3.0000 #B1 BLACK INK CARTRIDGE BBOML

[ UMAMH 0000000292 2 1 09i15/2008 1.0000 HE DESIGNJET 5500 42-IMCH FLOT

gselectal ) Clearal

0Ok ‘ Cancel| Refresh |

I\‘ Click the View All link in the Retrieved Rows section if all items are not viewable.

Step 6. Select the Select All link.
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Retrieved Rows Customize | Find E]

[ selected Rows T\ Ehipping Related ] hidre Betais =]

’;M POID F’E Release | Due Date Receipt tem Description

UniAMH 0000000292 1 041 5i2006 3.0000 #81 BLACK MK CARTRIDGE 620ML

[¥] UmMAMH 0000000292 2 1 0941 5i2006 1.0000 HP DESIGHNJET 5500 42-IMCH PLOT

‘ seiectal [0 clearal

The checked box is a picture only. Clicking this will not select your lines. You must
P\ click the words

Step 7.

Click ¥

The Maintain Receipts (Receiving) page opens.

»

Mew Window | Customize Page | 15

Maintain Receipts

Receiving
Business Unit: UnAMH Receipt Status: Open x
Receipt ID: MNEXT Add Comments Activities

Header Details
Select Purchase Order

Receipt Lines B rist 420z D Last
[ Receipt Lines THMfEI0EtE T Lirks andl Status ] tem /Mg Data T Qptional Input T

#B81 BLACK [NK

Eh . Device
1 By gBADRMTFlDGE 179.82000 |3.0000 B2 s @ 30000 open [ [ En Track *
HP DESIGMJET [
Eh X
2 By gsL%uT-u INCGH  8196.00000 [1.0000 B En @ 10000 open [ [ Q Tk
[Cinterface Receipt Frint Delivery Repart \ \ Interface Asset Infarmation
B save | [=] Matify | 1 Retresh | Bl et UpdmeJD\splay|

Step 8. Click the Header Details link to Enter the Bill of Lading and/or the Packing Slip —
This step is OPTIONAL
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The Manage Receipts (Header Details) page opens.

Er
Business Unit: LIMAMH 'Receipt Date: 9/29/2006 Eﬂ Receipt Time: 91 7AM
Receipt ID: MEXT User ID Instructor!
Receive Source: On-line Receipt Status: Qpen
Vendor: Name: WVB MASON
Location: *Ship To:
Last Change Date Last User to Modify
 Shipping Information
Carrier ID: Q Container ID:
Vehicle ID: Nbr Cartons:
Driver ID: Pallets In:
Bill of Lading: | Pallets Out:
Pack Slip: | Part OF Unloading: Q

Ship From Country: UsA |Q

Ship From Location: Q
~ Match Options

Invoice: |

Shipment Number: |

Pro Number: |

Allow ERS
Invoice Dt Op: Match Status: To Match
Freight Terms: Match Rule: [sTaNDARD @

[CIHold Receipt
[JHold nventory
[[IHold Assets

Process Mamfacturing
Process Inventory
Process Assets

0K ‘ Cance\| Refresh

Step 9. 0] 4

Click

The Maintain Receipts (Receiving) page reopens.

Hoime

Maintain Receipts

Mewwindo | Custorize Page |

Receiving
Business Unit: UnAMH Receipt Status: Open x
Receipt ID: MEXT Add Comments Activities

Header Details

Select Purchase Order

PLOT

281 BLACK INK
1R CARTRIDGE 17992000 30000 2 [Ea @ zooooopen OO [ S %ea‘gﬁe *®
BE0ML el
HP DESIGNJET Denice
2| S5004ZINCH 819500000 [1oo00 | B A @ tomoopen O O [ @ =2 X

[ nterface Receipt Print Delivery Report ‘ ‘

B save | [=] metify | i Retresh |

Interface Asset Information

Ertdd | AUpdateDisplay

& zave

Review information and click
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Maintain Receipts

Receiving

Business Unit: UtdAmH

Receipt ID: Oooooooioo
Header Details

» Header

Select Purchase Order

#B81 BLACK [NK

1By CARTRIDGE  178.92000 |3.0000 E2 Ea @ 20000 Received [] [ Ea | DEvite | ¢

e Track
HP DESIGMNJET Device
= ¥ i
2 By gsL%u_r-aleoH £196.00000 [1.0000 B En @ 1.0000 Received [ [ N b

Receipt Status: Received x
Add Comments Activities
Document Status

[Cinterface Receipt Frint Delivery Report ‘

| Intetface Asset information

B save ] [=] Motify I i Retresh I

Evadd | FUpdateDisplay

END OF JOB AID
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