CASE WESTERN RESERVE Receiving Items using Receive Items
o link

Information Technology Services Reference Sheet
Receiving Items using Receive Items link
Procedure

The document explains how to Receive Items using the link in the Main Menu.

Items that total over $5,000 must be received before the invoice will be paid.

CASEWEST]:RN RESERVE

UN|ansIr‘r EST 1826
Personalize Content | Layout Help
Menu -]
Search:

[ Wy Favorites

[ Employee Self-Senice

- Manager Self-Senice

[ Vendors

> Purchasing

[> eProcurement

[> Services Procurement

[ Accounts Payable

[> Commitment Control

> General Ledger

- Case Departmental Deposits
> Set Up FinancialsiSupply Chain
[ Waorklist

[> Tree Manager

> Reporting Tools

I PeopleTools

- by Personalizations

= My System Profile

|~ Wy Dictionary

Done € Intemnet R S L

Step Action

1. Click the eProcurement link.
[ eProcurement

2. Click the Receive Items link.

Feceive [tems
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CASE WESTERN RESERVE
UNIVERSIT?Y

CASE WESTERN RESERVE
UNIVERSITY = gsrgas Home | Workist | Addto Favories | Sianout
Searche New Window | Help | Customize Page | /&, 4
& My Favorites Receive ltems
- Employee Self-Service
[> Manager Seli-Senvice ‘You have 23 lines open for receiving
[- Vendors
> Purchasing Receive Selected
= eProcurement and go to the Receive Form.
I» Buyer Center
= Procurement Matrix
= Create Requisition Requisition Lines to Receive | Purchase Order Details
= Manage Requisitions TotReq Accepted Ship
rove Requisitions Req BU Requisition Item Description Qty/Amt to Date UOM Recv By To Vendor
Maggiano's- Magaiano's-Faculty Dinner- MAGGIANOS-
00 case Faculty Dinner Balance Due B2un € ECRN Rl TRN 001
[+ Services Procurement
Solo Foam Plate, 8 .~
[> Accounts Payable [] CASE1 Dorothy 4 0 Es oy TRMN1 CORP EXP-
[ Commitment Control 001
b General Leager Staples Economy Storage
> Case Departmental Ziaples ELanomy clarane s
Depasitsp [] CASE1 File Boxes Boxes, Banded. 10-1/2"Hx 4 0 PK  Qty TRN1 EUQ‘RF AP
[> Set Up Financials/Supply 12Wx 19°0. 10/PK |
Chain ~ OX USP200 : Oxygen USP TRHI g
> Worklist [] CASE1 Oxygen-0.5. Grade Size 200 Cylinder 0 EA  Qy AIRGAS-001
[> Tree Manager Staples All-Purpose
> Reporting Tools O easer p2™ ™8 Frames BladiGold Trim 8- 2 0 B ay T CORPEXE
> PeopleTools 1211
= My Personalizations "
-~ My System Profile [ CASE1 1000117138  Large Gel Drying Frame 3 0 EA aqy TRWI 'U"él‘q‘TROGEN
- INVITROGEN
[] CASE1 1000117138  Cassettes, 1.5 mm 2 0 EA Qi TRMT a
CrEaseRTM Mini TRMT  INVITROGEN-
[] CASE1 1000117138 Cellophane [ 0 PK  Qty 001
DrvEaseRTH Mini-Gel TRHN1  INVITROGEN-
[] CASE1 1000117138 DningBase 4 0 EA  Qty 001
CASET Test3 Test32cat 3 2 EA ay  TRNI ABCRENTAL-
E— 001
CASET Test cat 2 1 Er qQy  TRN1 ABCRENTAL-
001
CASE1 1000117135  36-in. Transfer Tube 5 0 EA ay  TRw1 MVITROGEN-
— 001
Waona-SenThl Maonefic. hd
Done € mremet Sy v i v
.
Step Action

Receive Items

The Receive Items page appears with the list of Requisitions.

Receive Selected

Choose the Requisition to receive by click the check box to the left and clicking the
Receive Selected button.
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(CASE WESTERN RESERVE

B_ CASE WESTERN RESERVE
SMUNIVERSITY 5o

Search:

> My Favorites Receive Items
- Employee Self-Service

> Manager Self-Sernvice New Receipt

(> Vendors Business Unit: CASE1
> Purchasing

= eProcurement Receipt Status: Open

I» Buyer Center *Received Date: [10/27/2010

= Procurement Matrix
= Create Requisition
= Manage Requisitions

= Approve Requisitions Line ltem Id Item Description

[+ Services Procurement

[ Accounts Payable

[> Commitment Contral

(- General Ledger

[» Case Departmental Add MNew Receipt  Inquire Return to Vendors  Inauire Receipts
Deposits

[> Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

= My Personalizations
= My System Profile

= My Dictionary

Accept
uom
Qty

Home Worklist

Mew Window | Help | Customize Page | /&,

Add to Favorites

Reject Shipment

First [ 1 or1 [H Last

an “uom
~ iy Profile 1 3 Gal Spring Water 20000 | B [Ea @ 20000 B O

Save Receipt

Receiving Iltems using Receive Iltems

link

Sign out

Dane

€ mremet

3 -

H100%

Step Action

5. The Receive Items page appears.
Edit the Received Date, if necessary.
Click the Receive Items link.

Received Date;

6. Edit the Received Qty field, if necessary.

20000 _|

7. When finished, click the Save Receipt button.
Save Receipt
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CASE

Menu B
Search:
®

> My Favorites

- Employee Self-Semvice

[ Manager Self-Service

[ Vendors

> Purchasing

= eFrocurement
I Buyer Center
= Procurement Matrix
- Create Requisition
= Manaqge Requisiions
= Approve Requisiions
= 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 Diclionany

'WESTERN RESERVE
UNIVERSITY

EST 1826

CASE WESTERN RESE
UNIVERSITY

Sign out

New Window | Help | Customize Page |

Receipt Saved Successfully
You have saved receipt # 9000020005 containing the following items:

Line
1 3 Gal Spring Water

ltem ption

2.0000

Return to Manage R 15 Return o Receiving

& Imtemet

4y v H100%

RVE

]

Step

Action

Receipt Saved Successfully.
End of Procedure.
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