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RECEIVING OVERVIEW

Receiving allows you to track the receipt of item. The functionality provides
the ability to partially or completely accept goods and/or services, or reject
items/services. The receiver of the goods/services is also the ‘approver’ of the
receipt. The approval is automatic when the receipt is processed. (Ad hoc
approvers can be added to the receipt, if desired.)

There are two types of receiving: Desktop Receiving and Central Receiving.
The type of receiving used is determined by the setup of the BuysenseOrg
(BSO) to which your user profile is assigned.*

In Desktop Receiving, the requester of the requisition has the authority to
receive the goods or services directly from the vendor when it is delivered.
ONLY the requester can receive against the order. This means that if the
preparer is NOT the requester (the preparer name does not appear in the ‘on
behalf of’ field on the requisition), the preparer will not be able to receive
against the order they initiated.

In Central Receiving, a designated user (such as an employee at a central
warehouse) receives the goods or services on behalf of the requester. The

requester of the requisition cannot do receiving if the receiving role is
assigned to the applicable requester’s BSO (Buysense Org)*.

When a requisition is fully approved and is in ordered status, the system
creates a receipt ‘shell’ in anticipation that receiving will be recorded on
order(s) created as a result of the approved requisition. This receipt shell can
be seen in the Receipts tab of the requisition. The approver on the receipt is
set at the time the order/RC is created.

*NOTE: Refer to the Important Notes section at end of this guide for BSO
information as well as other informational points.

Receiving phrases/terms/descriptions:

+ Reopen Closed Order - A ‘Reopen Order’ button is provided for situations
where changes must be made on requisitions and the order has been fully
received.

+ Rejected Items - A ‘Reject’ field is provided for situations where an item is
received but not yet recorded as having been received, and must be returned
to the vendor for some reason (defective/not ordered, etc.). This field should
NOT be used for items that need to be returned after the item(s) has been
recorded as having been received.

+ Negative Receiving - The “Accept/Return’ field is used for situations where
item(s) are accepted but is also used to back out items previously received.
Backing out items may be necessary to: 1) return item(s) to the vendor or,

2) position the requisition to allow for a change to Quantity or Unit price.
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PROCESSING RECEIPTS

1. After finding the order number*, click the Receive link on the eVA eMall ‘My
Home’ page.

| B b Spend Managemert ] v E) - 0 dm v page~ Safety - Took~ @

Home | Help | Logout
eVA

[T My Orders/My UPs My Approvals My Quick Quots Reg's

Welcome Kemper, Gail

Create Search~  Manage Recent Preferences

Return to Portal 7 configura Tabs L) Refresh Content

Common Actions

D Date + From Status Title Required Action
j Create a
BUYS600140 3/2/2012 Denny, Frank Submitted  A21SMWC - Delete lst Dollar Apprver Approve pa
Buysense Profile
¥| PRs01S79 2/28/2012  Kemper, Gail Ordered CSPL-3302 Watch
Requisition
. BUYS600134 2/26/2012  Kemper, Gail Submitted  CSPL-3902 Approve =
| mManage
neport ¥| PRE010SS 1/18/2012  test, d Submitted  Becky's Test - PO Ad Hoc Edit Removed Approve
eports
Receive ¥| 00:00012088 AWDI3S 1/10/2012  Caudill7, Shane Submitted  Capy of 400 test Approve
il W AAAANTINTT Awnaz 19/m9/m041  maudila Chana Suhmittad Tact Annrmua A
View List ... (12

Recently Viewed

~o PR602340 CSP... Bill To test i Date Created L Status Title Total
UPS31710 Use... Kemper, Gail PR600972  1/6/2012 Composing  Test 2 for non-catalag EDITED items only $50.00000 USD &
PR601579 CSPL-3302 PRG600974  1/6/2012 Composing  Mon-catalog test - mass editing items $90.00000 USD
BLSEOn02C o cooio Couh: FR600963 __1/5/2012 Composing __ Copy of Copy of Logi Ad Hoc Vendor Test-Script 2438 $7,400.00000 USD

NOTE: If you are a desktop receiver, and the requester on the requisition, you
can access receiving by clicking the RECEIVE button when you open the
requisition.

08k
m Approval Flow Orders Receipts History

2. Enter the order number* in the Search field, as shown:

Home | Help * | Logout

My Orders/My UPs

My Home

My Quick Quote Req's welcome Kempar, Gail

B creste Search HManage Recent Praf
eceiving Steps
Search for and than select re r which to recaive or verify items. To search, select a request type and then enter an [D to find a specific request, or leave the field ... F
=) Select
(] Request I
— Order ID | | PCO&0DO95 Saarch Il Req ID .V“PRGUUP‘ZS | [ Search] Advanced
2] Racaipt L
(3) Receive Search Results
(4] f'rﬂi't"’“" Enter saarch criteria abowve
(5] summary

* If the order number is unknown, a Requisition humber (ReqlD) or
Receipt number (Receipt ID) can be entered by accessing the drop-down
menu to select an alternate search type.
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3. When below screen appears, take the appropriate action:

a) To receive all items on the order, click the ‘Accept All’ button.
b) To record partial receiving, enter the quantity in the Accept/Return
field.

NOTE: If the item/service was received prior to the current date, enter the
correct date received, as shown below.

Home | Help " | Logout
eVA

My Home My Orders/My UPs My Approvals My Quick Quote Req's

Welcome Kemper, Gail

B Create  Search  Manage  Recent  Preferences
eceiving Steps Receipt RCB00334: PCOB00DSS - TEST for email Approver Access
For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide comments ... |y
Select
Request
If all items are to be
Select ) 4¢— . "
Receipt received, click the Accept
Order ID:  PCO60009S Date: Fri, 6 Apr, 2012, 3:58 PM All button
Receive
Order Title:  TEST for email Approver Access Processing Status: Receiving
O] fr?f'g‘t‘c'”a‘ Supplier:  VBUSE NAME CHANGE Header Cross Reference:
Contact:  VBUSE . . .
() summa If items were received prior
b7 My Labels: Apply Label...

to current day, a previous
date can be entered

Line Items - Quantity Receiving Needed m
No. T Quantity  Description Unit  Prew. Tetal Accept/Return Reject Date Received
1 15 Vita contract categories mandvita each © [ | 0 | [Fri, 5 Apr, 2012 | =
Q@O0 amri2 © O
Sun Mon Tue Wed Thu Fri Sat
Close order: 1 Gves @ o 1z 3 s sl 87

8 2 10 11 12 13 14
COMMENTS - ENTIRE RECEIPT 15 16 17 18 1% 20 21
22 23 24 25 26 27 28

Comments:

REJECTING ITEMS

If an item has been received damaged, or should not have been sent
by the vendor, the receiver should always, upon immediate receipt of
item(s), denote the quantity to be rejected in the REJECT field, as
shown below. This field should NEVER be used to record a ‘return’ after
the product or service has been received on a prior receipt. If this was
mistakenly done, back out the erroneous quantity in the Reject field (e.g.-5)

i -
Q/ T My Orders/My UPs My Approvals My Quick Quote Req's

Welcome Kemper, Gail

[E Create Search Manage Recent Preferences
Receiving Steps Receipt RCS00347: PCOB000 - Copy of Logi Ad Hoc Vendor Test-Script 2438
For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you reject receipt line items, you must provide comments to ...
Select
[Nt
Select ‘Accept Al
Receipt
Order ID:  PCD600099 Date: Tue, 3 Apr, 2012, 1:33 FM
Receive
Order Title:  Copy of Logi Ad Hoc Vendor Test-Script 2438 Processing Status: Receiving
@ frf‘fg'tma' Supplier:  New Ad Hoc Vendor Header Cross Reference: Ad hoc vendor
Contact:  New Ad Hog V
(5) summary My Labels: Apply Label...
Line Ttems - Quantity Receiving Needed m
No. 1 Quantity Description Unit  Prev. Total Accept/Return Reject Date Received
1 10 Social Director Banquet cach 0 [ s | [Tue, 3 Apr, 2012 | =
2 10 Socialites for Banquet each 0 o [0 | [Tue, 3 2pr, 2012 |
Close Order: Oves @ne
COMMENTS - ENTIRE RECEIPT
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If submitting an RC with rejected item(s), a ‘Rejection reason’ must be
entered, as shown:

LTS My Ordars/My UPs My Approvals My Quick Quote Req's

Manage  Recent  Preferences

Receiving Steps

Receipt RC501800; PCO600095 - TEST for email Approver Access

Select

Request

[z) Select
Recaipt

(3] Recaive

@ Additional
Info

(5) summary

Review the receipt, make changes as necessary, and then submit it for approval.

Approval Flow

Order ID:  PCOG000SS Date: Tue, 28 Jul, 2015, 11:42 AM
Order Title:  TEST for email Approver Access Processing Status: Receiving

Supplier:  VBUSE NAME CHANGE Header Cross Refersnce:

Location:  WBUSE

My Labels: B Apply Label...

Items received damaged; being sent back|

Rejection Reason:

Line Items - Quantity Receiving Needed [ER
Wo. © Quantity  Description Unit  Prev. Total Accept/Return Reject Date Received

1 15 Vita contract categories mandvita each 9 o 3 Tue, 28 Jul, 2015 [=]

Email: [ Send email to Purchasing

4. Additional information (Step 4) can be added or the Submit button may be

chosen.

5. Take the necessary action, as noted below.

NOTE: Do not select the ‘yes’ button on the Close

Receiving Information section.)

Order field. (See Important

My Home [EUMIGTNESSFELIVRTIEg My Approvals My Quick Quote Req's

Home | Help T | Logout

Welcome Kemper, Gail

Create

eceiving Steps

Search Manage Recent Preferences

Receipt RC600334: PCOG00095 - TEST for email Approver Access

Select
Request

Select
Receipt
(3] Receive

E] Additional
Info

Review the receipt, make changes as necessary, and then submit it for approval.

Approvers can be

'
m Approval Flow added to the receipt

Order ID:  PCO60009S Date: Fri, § Apr, 2012, 3:58 PM
Order Title:  TEST for email Approver Access Processing Status: Receiving

Supplier:  WBUSE NAME CHANGE Header Cross Reference:

Contact:  WBUSE

My Labels: & Apply Label...

COMMENTS - ENTIRE RECEIPT

Comments:

ATTACHMENTS - ENTIRE RECEIPT

Line Items - Quantity Receiving Needed ]
No. * Quantity  Description Unit  Prev. Total Accept/Return Reject Date Received

L 15 Vita contract categories mandvits each 0 ) 0 ] [Fri, 6 Apr, 2012 |Em

Close Order: @ Oves @no

Comments or
attachments can be
added to the receipt

will see this screen,

6. When the receipt is complete, click the Submit button.

eVA

My Home [N Tl My Approvaly /My Quick Quote Req's

B Creste  Search  Manage  Recent Preferences

Receiving Steps

Home | Help " | Logout

Welcome Kemper, Gail

Search for and then select requests for nhic t receiv o verfy fems. To search, selec a request iype and then enter an 1D to find a spedfic request, or leave the field . 3
Select
Request
T —
Select
Receipt
9 e Search Results
o) sEEe Enter ssarch crteis sbove

Advanced

7. Based on your default Preference setup, after clicking Submit button, you



... or you will see this screen.

My Home NG AL My Approvals My Quick Quote Reqg's

1=} Create Search Manage Recent Preferences

Receiving - Done

*ou successfully received the selected items. Continue receiving or return to the home page.

PCO600095 - TEST for email Approver Access has been successfully received.

* Continue receiving against Purchase Card Order PCO600095
* Select another request to receive
* Return to the Ariba Buyer Home page

[] Doen't show this page again (te reset, click Preferences).

Let’s look at the receipt audit trail!

The requisition will be in one of two statuses: If partial receiving was done,
the requisition will be in Receiving status. If all items were received, the
requisition status will be in Received.

| |

D Title Date + Status

¥| PRS61004-V3 New test for Refresh Content - Jan 5 12 4/6/2012 Receiving 2y

¥| PRE00797-v2 The Supply Room Co 4/6/2012 -

e PR602755 CSPL-4045-Test 22 4/5/2012 Composing
BUYS600164 CSPL-3167 4/3/2012 Approved

¥| PR602340 CSPL-3595-on behalf of Bill To test 3/28/2012 Ordered
aivaenn e Dactnra ME01 2007 rhannar (e el oo e R 2mmamntn Annemiad b

Wiew More ... (154)

When reviewing the receipt tab for this example, the newly processed receipt
appears, as well as a NEW receipt in composing status.

NOTE: For partially received orders, the system creates a new composing receipt in
preparation for additional receiving.

Home nep' Eogonl

eVA

My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Kemper, Gai

[ Create Search [UEELT Recent Preferences

PCO600098-V2 - The Supply Room Co Status: Receiving

These are the details of the request you selected. Depending on itz status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request.

<<

[ @sack )
Summary Approval Flow Charges History

Receipt ID Title Order ID Order Title Date Status
RCR00346 Receipt for PCOG00093 FCOB00098-v2 The Supply Room Co Mon, 13 Feb, 2012 Approved
RC600631 Receipt for PCO600038 PCO600098-V2 The Suoolv Room Co Mon, 13 Feb, 2012 Approved
RC600819 Receipt for PCOG00098-V2 PCO600098-V2 The Supply Room Co Thu, 23 Feb, 2012 Approved
RCA01388 Receipt for PCOG00038-V2 PCOGO009E-V2 The Supply Room Co Wed, 28 Mar, 2012, 11:51 AM Approved
| | Re601389 Receipt for PCOG00038-V2 PCOGO009E-V2 The Supply Room Co Composing




REOPENING CLOSED ORDERS

Once closed, it will be necessary to REOPEN an order so change(s) can be

processed for the associated eVA requisition.

1. Locate the order number¥*, then click the Receive link on the eVA eMall ‘My

Home’ page.

[ riba Spend Management

&5 - E) - [ e v Page - Safety - Toos - (@)

eVA

Create

[T My Orders/My UPs My Approvals My Quick Quote Req's

Search~ Recent Preferences

Manage

Return to Portal

Commeon Actions :i To Do
s} Date 4 From
j Create
BUYS600140 3/2/2012 Denny, Frank
Buysense Profile
- ¥| PRE01579 2/28/2012 Kemper, Gail
Requisition
— BUYS600134 2/28/2012 Kemper, Gail
| Manage
¥| PRE01055 1/18/2012  test, d
Reports
%] 00:00012088 AWD935 1/10/2012 Caudill7, Shane

Receiye
g W

AMLAARIIATT AWRGRT

REYEEYEL PR

Fandila Shana

Status
Submitted
Ordered
Submitted
Submitted
Submitted

Shmittad

7 configure Tabs

Title

A215MWC - Delete Ist Dollar Apprver
CSPL-3902

CSPL-3302

Becky's Test - PO Ad Hoc Edit Removed
Copy of 400 test

Tact

Home | Help ~ | Logout

Welcome Kemper, Gail

) Refresh Content

Required Action

Approve
Watch

Approve
Approve

Approve

P

w List ... (12

~

v

:i Requisitions - Composing

Recently Viewed

~—%> PR602340 CSP... Bill To test o Date Created +  Status Title
UPS31710 Use... Kemper, Gail PRE00ST2  1/6/2012 Composing  Test 2 for non-catalog EDITED items only
PR601579 CSPL-3902 PRE00974  1/6/2012 Composing  Non-cstalog test - mass editing items
Bulsaooooc ” L ERE00gE3 _1/5/2012 Composing __Copv of Copv of Logi ad Hoc Vendor Test-Script 2438

$50.00000 USD &
$90.00000 USD

$7,400.00000 USD

Total
~

2. When the below screen appears, enter the order number in the Search
field, as shown. If the order number is unknown, a Requisition humber
(ReqgID) or Receipt number (Receipt ID) can be entered by accessing the
drop- down menu to select an alternate search type. (Ignore Contract ID)

eVA

1= Create

My Home My Orders/My UPs My Approvals My Quick Qu

Search Manage  Recent  Preferences

Receiving Steps

Req ID

Crder ID
Reg ID

Receipt ID
Contract ID

Home | Help | Logout

welcome Kemper, Gail

Select
Reguest

@ Receive
@ Additional
Info

(5] summary

[order i ¥ [Pcosnoogs-ve

|

Select
Receipt

Search Results

Enter search criteria above

Search for and then selgs#fequests for which to recsive ar verify items. To search, select a request type and then enter an ID to find a specific request, or leave the field .. y

Advanced




3. When the applicable screen appears, click the ‘Reopen Order’ button.

[ — i A EEELAYS ¥ Approvars Y QUICk QUotE Reas Welcome Rempen Gl

B Creste  Search  Manage  Recent  Preferences

Receiving Steps Purchase Card Order PCO600098-v2: The Supply Reom Co Next b
Select a receipt to work on or view. To select an item in the list, click its ID.
Select
Request
a |Thi5 order is currently closed for receiving.|
Select ; —
If you need to receive additicnal items, reopen the order. ) ,' Reopen Order
Receipt Click the Reopen Order Button
(3] Receive RECEIPTS - NO APPROVAL NEEDED
@ Additional
Info
(5] summary :
Receipt ID T Order ID Title Date Status
RCE00346 PCO600098-V2 The Sunoiv Room Co Mon, 13 Feb, 2012 Approved
RC600631 PCO600098-V2 The Sunplv Room Co Mon, 13 Feb, 2012 Approved
RCE00819 PCOB00098-V2 The Suoiv Reom Co Thu, 23 Feb, 2012 Approved
RC601388 PCO600098-V2 The Suoolv Room Co Wed, 28 Mar, 2012 Approved
RCE01389 PCOS00098-V2 The Supolv Room Co Fri, 6 Apr, 2012, 10:27 AM Approved
Order ID: FCO600098-V2
Version: 2
Title: The Supply Room Co
Supplier: The Supply Room Co

4. Make the necessary changes:

a. If there is a need to decrease the quantity or change the Unit Price on a
line item, negatively receive (e.g.-4) the applicable quantity, then click
Submit button.

=T

LYLCUNN My Orders/My UPs My Approvals My Quick Quote Reg's Walsomes Kempar

E Create Saarch Hanags Rszant Prafarences

— S
eceiving Steps Receipt ROS0D1791: POOGD0OE-VE - Tha Supply Reom Co = = W

For & receipt, indicate the smount or guantity to sccept or repect for each line gem, and the date received. If you reject receipt line items, you must provide comments  ae ¥

m Select
Reguest

Seledt
Receipt

@Ahmﬂnmmt.-hmmhm-d.ﬂdnu tha order for receivisg s the Closs Order option s sat to Yo,

[2] Receive
Order 1D:  PLOSOQ0EEZ Diate: Fri, & Apr, 2002, 10:53 AM
[ E‘F“ri*'““’l Order Title:  The Seooh Room Co Processing Status: Roeiving
Supplier: The Ssook Reom Co Header Cross Aeferance:
[5] sSummary Cantact: Righm and-Tary Gibsan
My Labels: & gppl 1
Line Items - Quantity Fully Received G
Click the E— B = . Toital . Cust
Sumimary link HNo. Quankity Crescnplion Unit Frev. Total AccachBatian Reject Cate Received
1 11 iad hos vender test each 1 Q Fri, & Apr, 2012 i)
Class Ordar: D ®vee o

COMMENTS - ENTIRE RECEIPT

b. If the requisition needs to be adjusted for something OTHER than
quantity or unit price, simply click the EXIT button.

When the below screen appears, click ‘Save this request’. The requisition
status changes to ‘Receiving’ so changes can now be made.

al/A

_

Confirm Exit

You are in the process of editing RCS01799 - Receipt for PCOE0009E-Y3. Choose what you would ke to do next.

o the reguast
= Lingo any changes
& Conhioug working on this request

e Bort & copy of this request

10
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IMPORTANT RECEIVING INFORMATION

+ BSO is a term used to designate the unit/division from which the account was

established. All receiving is based on the requester’s BSO. If the BSO has the
Central Receiving role assigned, anyone assigned to that role can receive
against orders initiated by requesters within that BSO. It’s important to note
that receipts are created at the time the order is created. This means that if
the applicable BSO has a Central Receiver assigned at time of order, and the
BSO is changed to remove this role, any orders not yet received up until this
action must still be received the individual(s) in the Central Receiving role.
After the date of the BSO change, the requester will be able to process their
receipts as a desktop receiver. (If above situation happens, an option might be
to temporarily place the requester in the Central Receiving role so they can
complete receiving.)

All quantities that must be backed out on a receipt should be entered as a
negative number in the Accept/Return field. (e.g. -10).

COMMON MISTAKE! Do NOT enter a quantity in the REJECT field if that item
has already been recorded as RECEIVED.

Processed receipts will show the new/adjusted quantity in the “Prev. Total”
field.

A PR can be cancelled if ALL items previously received on the PR have been
completely backed out.

CAUTION: If multiple orders to different vendors exist on the same requisition,
canceling the requisition will cancel ALL orders associated with the requisition.
Instead, create a change to decrease the quantity on the applicable line
item(s) to zero (0).

To accurately process a change to a requisition, the order associated with the
change must first be reopened, if applicable, and then the receiving BACKED
out. There are EXCEPTIONS, however, to what changes can be done to a
requisition even if ALL Receiving was backed out, as noted:

- Supplier name and/or supplier location

- Method of payment (changing from a pcard to invoice OR vice versa)
- Billing address

- Order delivery (Print to Electronic or vice versa)

If a requisition must be changed for above scenario(s), it's advisable to back
out all receiving so the original requisition can be Cancelled, and if
appropriate, Re-Issued.*

* NOTE: As of the date of this guide, a request has been submitted to
change this program logic to allow for these requisition changes.

To process a PRICE change on a non-catalog item previously received, it will
be necessary to back out quantities previously received by doing negative
receiving on the item(s).

Receivers are discouraged from closing an order short. An adjustment should
be made to the requisition if the item(s) will not be delivered or replaced. If a
change requisition is processed to reflect a quantity that equals the adjusted
total received, the PR will automatically move to Received status, regardless
whether the receiver chose the ‘No’ button in the Closed Order field on the RC.

11



+ When all items on a requisition are backed out, the requisition remains in
Receiving status and will not revert back to Ordered status.

+ If applicable, re-receive items after a change requisition is fully approved.
Referring to past receipts, denote the correct RECEIVE date for each item.

4+ There is no concept of ‘Delegating your Receiving Authority’. No one but the
requester can receive against an order in a desktop BSO.

§ Cotoo Contalr Welcome to eVA

Admi
e eVA Customer C,
Data Management

eMall / eForms . .

| The 2015 version of Vir
SEesemes NOTICE! published in the Report
st el VIEW

Center —_
=== h TUP U CUnmmoainies Suniiig]
User Management Buyer Reports

—— Vendor Data —
100 “endor Data by NIGP Code =

101 General Vendor Information = .

102 “endor Location for Specific Order Cooed E

Portal Home Page

I
L[ii

Accounting/Receiving . R Y ]
201 Order Totals - No Accounting
202 General Order Information
203 View or Print Order(s)
204 Spend by NIGP Class

205 Spend Summary-Registered vs. Non-
Registered Yendors

206 Spend Totals with SWAM Breakout

207 Total Vendor Spend by BS0O

208 Order Line ltem Details

209 SWAM Vendor Summary with FY
Totals

210 Spend by User for Time Pipt/

211 Order Receiving Details % Amaurt Spand

212 Total Order Count and Spend
Summary

213 Top Vendor List

215 Orders Created with “Yendor as Un- Vendor Notifications
Registered
216 Senvices Spend by Vendor

Approver Analysis
300 Approval Cycle Time on eVA —
Requisitions 1 l i

Accessibility & 1010 Vendor Active Ordering Location Lo E Yy
Customer Support & Address-030
e Spend Analysis e
200 Order Details with » ' | |_ [

I

Il
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