(CASE WESTERN RESERVE

Receiving Iltems using Manage

Requisitions

Information Technology Services Reference Sheet
Receiving Items using Manage Requisitions

Procedure

This section explains how to receive items in eProcurement.

Items must be received before an invoice will be paid if the items costs exceed $5,000.
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Menu -]

Search:
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[ My Favorites

[ Employee Self-Senice

[ Vendors

> Purchasing

[ eProcurement

[> Services Procurement

[ Accounts Payable

1> Commitment Control

[ General Ledger

> Case Departmental Deposits
- Case Petty Cash Management
> SCM Integrations

[ Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

I Case Reports

[> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

Help

— My Dictionary
o/ Trusted sites | Protected Mode: On H100% - :
Step Action
1. Click the eProcurement link.
[> eProcurement
2. Click the Manage Requisitions link.

Manage Requisitions]
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Receiving Iltems using Manage
Requisitions

Search:

[ My Favorites
> Employee Self-Serice
[» Manager Self-Sernvice
[- Vendors
[» Purchasing
== eProcurement

I> Buyer Center

CASE WESTERN RESERVE
UNIVERSITY

EST 1826

)
Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button

Home

CASE WESTERN RESERVE
UNIVER I Y

Workist Add to Favorites. Sign out

New Window | Help | Customize Page | /&, #

Business Unit: |CASE1 Q. Requisition Name: |

Request Status:

Requisiionn: | |Q

Date From: 10/20/2010 [5 Date To:
Requester: l:lQ Entered By:

Allbut Complete v
[ a

Budget Status: b
[ a

POID:

= Approve R
= Receive ltems
= Wy Profile

[ Services Procurement

Search Clear

[ Accounts Payable Toview the lifespan and line items for a requisition, click the Green Circle icon (o]
[ Commitment Contral
[ General Ledger To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
[» Case Departmental Reqg D Reaquisition Name BU Date Status Budaget Total
Deposits )
> Set Up Financials/Supply O 1000117146 1000117146 CASE1  10/2512010 PO(s) Valid 3,070.00U3D| <SelectAction. | Ga
Chain Dispatched
U Workdist ' 1000117145 1000117145 CASE1  10/25/2010 PO(s) Valid 25.00UsD| <SelectAction. [v | Go
[- Tree Manager Dispatched
> Reporting Tools
> PeopleTools D 1000117144 1000117144 CASE1  10/25/2010 PO(s) Valid 1,833.00U3D| <SelectAction. v Ga
= My Personalizations Dispatched
= My Svstem Profile
,Mome U 1000117142 1000117142 CASE1  10/25/2010 PO(s) Valid 85.48UsD| <SelectAction.. ¥ | Go
Dispatched m
O 1000117141 1000117141 CASE1  10/25/2010 PO(s) Valid 73 50U8D| <Select Action. || Go
Dispatched
U 1000117140 1000117140 CASE1  10i25/2010 PO(s) Valid 1.144.00UsD| *SelectAction.. v | Go
Dispatched
O 1000117139 Test3 CASE1  10/25/2010 Patially  Valid 29,500.00USD| ~Select Adtion.. v Go
Received
U 1000117138 1000117138 CASE1  10i25/2010 PO(s) Valid 1,051.00usD| *SelectAction.. v | Go
Dispatched
) 1000117137 Teat CASF1  ANDAPDNAN  Rersived  Valid FR‘HH nniien <SelectAction_ v Gol| ¥
€ mremet dy v B v
.
Step Action

If necessary change the request status to PO(s) Dispatched to see those PO(s) that

will need to be received.

Click the Search button.

4, Choose the Requisition that needs to be received.
Click the Select Action drop down to see the list of actions for this Requisition.
<Select Action.. |+ |
5.

Click the Receive Order list item.

Click the Go button.
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= My Dictionary

E

CASE WESTERN RESERVE
UNIVERSITY  po s

Search:
®

> My Favarites Receive It

- Employee Self-Senice
> Manager Self-Sernice
[- Vendors
[- Purchasing
= eProcurement

I» Buyer Center

= Procurement Matrix

reate Requ

= Manage Requisitio

pprove Requisitions ReaBU

= Receive ltems

- Wy Profile 4 ZEx
[> Services Procurement
[» Accounts Payable [ cAset
[> Commitment Contral
[ General Ledger [ CcASE1
(- Case Departmental

Deposits ] casE1
[> Set Up Financials/Supply

Chain
[- Worklist

Check All

> Tree Manager

> Reporting Tools

> PeopleTools

= My Personalizations
= My System Profile

Inguire Receipts

ems

Requisition

1000117146
1000117146
1000117146

1000117146

Clear All

Receiving Iltems using Manage
Requisitions

‘You have 4 lines open for receiving for requisition 1000117146

Receive Selected
and go to the Receive Form.

Requisition Lines to Receive | Purchase Order Details

Home Worklist Add to Favorites

Mew Window | Help | Customize Page | /&,

1aora M Last

Item Description

QtyiAmt to Date
WesternBreezeRTM 4 0
Chemiluminescent KitAnti-Mouse
WestermBreszeRTM 0
Chemiluminescent Kit-Anti-Rabbit
Gel Loading Tips (Eppendorf Round) & (1]
Flat Gel Loading Tips 6 o

Inguire Return ta Vendors

TotReq Accepted

vom SM2 yendor
uom 1P Vendor

INVITROGEN-
TRMN1 004

INVITROGEN-
TRMN1 001

INVITROGEN-
TRN1 g1

TRt INVITROGEN-
001

Sign out

€ mremet dy v B v

Step

Action

listed.

Click the Check All button to receive the items on the Purchase Order.

The Receive Items page appears. All line items in the chosen requisition will be

If you want to only receive some items, check only those items to receive by click
the checkboxes next to the line items.
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Menu B
Search:
®

> My Favorites
- Employee Self-Semvice
[- Manager Self-Service
[ Vendors
> Purchasing
= eFrocurement

I Buyer Center

CASE WESTERN RESERVE
UNIVERSITY

EST 1826

Receive Items

You have 4 lines open for receiving for requisition 1000117146

Receive Selected
and go to the Receive Form.

Requisition Lines to Receive Y Purchase Order Details

Home

Mew window | Help | Customize Page | 5,

CASE WESTERN RESERVE
UNIVERSITY

Viorklist

182h

Add to Favorites Sign out

Tot Req Accepted Ship
eq eql Item Description oty uom Vendor
ReqBU Requisition Item Description JAmt to Date uom To Vendor
Receive lems WesternBreezeRTH INVITROGEN-
= My Profile CASE1 1000117146 1o iluminescent Kit-Anti-bouse v EA TRNT o
I Services Procurement WesternBreezeRTH INVITROGEN-
- Accounts Payable CASET 1000117146 o luminescent Kit-Anti-Rabit 4 0 BA - TRNT goy
[ Commitment Contral INVITROGEN
[> General Ledger CASE1 1000117146 Gel Loading Tips (Eppendorf Round) 6 o EA a
TRN1 pod
[» Case Departmental
Daposits CASE1 1000197146 Flat Gel L oading Tips 6 o Ea TR MYITROGEN-
[> Set Up Financials/Supply 001
Chain
[ Worklist Check All Clear All
> Tree Manager 4 4
[ Reporting Tools Inguire Receipts  Inguire Return to Vendors
> PeopleTools
= My Personalizations
= My System Profile
= My Diclionary
& Internet R S L
.
Step Action

button.

Receive Selected ||

After the item(s) have been checked to be received, click the Receive Selected
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Mew window | Help | Customize Page | 5,

. CASEWESTERN RESERVE
IVERSTTY  perps Home
Search:
@ .
[> My Favorites Receive Items

- Employee Self-Semvice
[ Manager Self-Service
[ Vendors
> Purchasing
= eProcurement
I Buyer Center
- Erocurement Matrix
- Create Requisif

= Wy Profile

[ Senvices Procurement

> Accounts Payable

[ Commitment Contral

[» General Ledger

[» Case Departmental
Deposits

[ Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

= My Personalizations

= My System Profile

= My Diclionary

Hew Receipt
Business Unit: CASE1

Receipt Status: Open

“Received Date: |10/27/2010

Reject Shipment

Gel Loading Tips (Eppen

[EA | 60000 B

Q 60000 Y

Save Receipt

Line Item Id Item Description ;‘Eﬂ uom %&l

1 TH Chermil [+.0000 ] 40000 EY
2 1 Chemil [+.0000 ]

3

4

[EA |a 40000 B

V00D

Flat Gel Loading Tips

Add New Receipt Inquire Return to Vendors  Inquire Receipts

Receiving Iltems using Manage

Requisitions

Add to Favorites Sign out

[

45 - Haow -

Step

Action

The Receive Items page appears. Change the received date, if necessary, to
indicate the date the items were received.

In addition, if necessary, edit the quantity received if that is different than the
Requisition requested.

10.

Save Receipt

When finished, click the Save Receipt button to save your information and mark
your purchase as received.
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(CASE WESTERN RESER
NIVERSIT) i

Menu B
Search:
®

> My Favorites
- Employee Self-Semvice
[- Manager Self-Service
[ Vendors
> Purchasing
= eProcurement

I Buyer Center

= Procurement Matrix

e

= Approve Requisitions
= Receive ltems
= Wy Profile

[ Senvices Procurement

> Accounts Payable

[ Commitment Contral

[» General Ledger

[» Case Departmental
Deposits

[~ Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

= My Personalizations

= My System Profile

= My Diclionary

CASE WESTERN RESERVE
UNIVERSITY

EST 1826 Home Viorklist Add to Favorites Sign out

Mew window | Help | Customize Page | 5,

Receipt Saved Successfully
You have saved receipt # 9000020004 containing the following items:

Line ltem Description Jit ed Qly Reject Oty

1 WesternBreezeRTM Chemiluminescent Kit- 40000 40000
Anti-Mouse

WesternBreezeRTM Chemiluminescent Kit-
2 Anti-Rabbit 4.0000 4.0000

3 Gel Loading Tips (Eppendorf Round) 6.0000 6.0000
4 Flat Gel Loading Tips 6.0000 6.0000

Return to Manage F Return to Receiving

[ e R S L

Step

Action

11.

items.

The Receipt Saved Successfully page appears.

Choose to Return to Manage Requisitions or Return to Receiving to receive other

12.

End of Procedure.
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