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Return Home

9.2 Add New PO Receipt

Purpose: Use this document to create a new receipt in ctcLink.

Audience: Purchasing staff

Add New Receipt

Navigation: NavBar > Navigator > Purchasing > Receipts > Add/Update Receipts

The Receiving search page displays.

Select the Add a New Value tab.

Enter Business Unit.

Allow Receipt Number to default to "NEXT", unless there is a compelling reason to do otherwise. The system will assign a unique

ol

receipt number later.
5. Select Add.

< Reconcile Statement Receiving

Receiving

Find an Existing Value | Keyword Search | Add a New Value |

Business UnitfwA220 Ja

Receipt Number NEXT
PO Receipt

Find an Existing Value | Keyword Search | Add a New Value

6. The Select Purchase Order page displays.
7. Enter search criteria to identify your purchase order,
8. Select Search.
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Select Purchase Order
Search Criterta

PO Unit WA220

[}

Line

Release

ftem ID

Ship To

Ship Via

oK Cancel Refresh

Schedute

Q
Q
Q

4 rRetrieve Opan PO Schodules

Days +/- Today
Start Date 047222012
End Date 062272019
Suppler Name
Supphier item ID
Manufacturer ID
Manutaciurer's item ID
UPN ID
Receipt Qty Options

O o Order Gty @ Ordered Gty

9. The Retrieved Rows section of the page populates.
0. Select the Sel checkbox for your purchase order.

1. Select OK.

< Manager Seif Service

[Coc ] cann |( Remesn |

| Select Purchase Order
Search Criterla
PO Unit Q
[
Line Schedule
Reloase
flem iD a,
Snip To aQ,
Ship Via [+
B Retrieve Open PO Schedules
Search
Retrieved Rm
. Setecied Rews [ ShiprngRefaled | Mors Dotats | )
| |
| set  'Poumn PO Line Sched  Relesse
WA220 0000001002 1 1
v Saled All Claar All

2. The Maintain Receipts Receiving page displays.

3. Select Header Details.

< Manager Sell Sernce

Add/Update Receipts

Days +/- Today'

Page 2 of 8

¢ Manager Self Service Add/Update Receipts

10
m
C

Q  suppuerLockup

Q

Start Dato 0412 W
End Dato D4/22/2019
Supplier Name Q suppiler Lookup
Supplier ftem D Q
Manelacturer Q
Manufacturer's ltem i0 L §
UPH D s
Receipt Qty Options
O tio Order Qty ® ordered Qty O PO Remaining Gty
Personalize | Fing | View All & Fist 4 tof1 ! Last
Due Date POOlY  pecemy Nem Description
05122018 3.0000 1.0000 ‘Computer Mondtor

Add/Update

ecelpts
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Maintan Receipls
Receiving
Business Unit WAZZD
Recodpt ID_NEXT
b Keader

Setea Purcnae Order
Receipt Lines

Lime itaen Drwngtion Ruceipt Gty
1 ) Computer Moripe
E letertace Receipt g Run Close Shont
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Meader Commenty Allachment
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Receipl Lines | llore Detaila Linas gno Status 1 femn / Mg Oats [ QOptional Input

30000, B EA
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Print Delivery Repon Rum PO Receipt Acovel

Page 3 of 8

Penonslize | Fing [Viewall | 2| BB Fimt % 1001 2 Low

Rowae irformaton m
lt-:;: Satuy Ciose Serial Device

Price
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Device
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The Header Details page displays. The required header details fields will be filled out automatically if you are creating a PO

Receipt, which is what this QRG is guiding you to do. Entering all other fields are optional. Use this page to view and enter receipt

header information.
5. Select OK.

| Header Detalls
| Busimess Unit WA220
Recelpt I NEXT
Racelve Bource Ordine
Suppiier WO0T008 88
Location[i58
Supplier (D Number

Laat Changs Date
# Shipping Information

Cames ID
Viehiche ID
Driver ID
8ill of Lading
Pack Siip
Shiprent Humber
Fro lumber
¥ Match Options
Involes

Invoice 1 Option
Frelght terms

Receipt Hold Options

D Hold Receipt

D Hold Asssls

<

I

Ship Date W

[ PrRPr——

6. The Header Details page disappears.

7. Optionally, select the Header Comments/Attachments link.

“‘Aeceipl Dabe 05292013 | Receipt Time 11 D1AR

User 10 CTC_BRAMIREZ

Receipt 5taius Open

*Ship To 238080801,
Ship To GLN

Lasi User to Modify

Containes 1D
Humber of Cartons
Pailets in
Pallets Oul
Part OF Unloading Q
Ship From Country USA

Ship From Localion a

Allow ERS

Maleh Siatus 15 pagich
Match Ruls STANDARD @
Receipl Processing Options
Process Manufacturing
Process lmventory
Process Assety

5

-

Add/Update Receipts
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ACLTIYH Y

Business Unt WAZZ0
Receplt ID NEXT
~aader Detaihy
F Keader
Selec Purdhase Order

Receipt Lines

Page 4 of 8

Receipt Status Open b 4
IHuau Comnnmmmnﬂ Astivition
Ciose Snont All Lines ngbrumknm Aun PO Receipt Acoual

Penonalize | Fingd | view At | 21 B Fint & 1of1 * Loat

| Recegt Linea Blore Detaih Linka gma Swta lem | Mig Dels Qotional Inget Souroe Infgrmaton ||"Tr51
Line e Dwscription Rrcerpt Gry m ﬂn;:::.l g‘;: Sutuy l:lou” Serial 2::‘: IJ".;’ .I,n"::'
1 ) Gomputer Manior aoooe B EA Q10000000 30000 Open O &2 q oevieTaa X
u-d.u. Receipt Elunctno Short Irterface Azt Information
iSeve | Moty || Retresh 2Asd_| |4 UpseteTuplay
8. The Receipt Header Comments page displays.
9. You may enter comments and attach your documents here.
0. Select OK.
(
Receipt Header Comments x
Help
Business Unit WAZ20 Receipt Number NEXT
Receipt Status Opan
M retrieve Active Comments Only Retrieve
| W——
' *Sort Method[ Comment Time Stamp /] *Sort Sequence [Asending | Sont
Comments Find | View All First '+ 1001 % Last
Use Standard Comments Comment Status Adive i Machyats - -
&4

D Show at Voucher
Associated Document

Atachment

From -> RCW WAZ20-NEXT

o] cance

Delste

Refrash

1. The Receipt Header Comments page disappears.
2. Optionally, select the Activities link.

Sell Sernce

Mantain Receipls

Recening

Business Unit WAZZD

Receipl ID NEXT
Hoader Details
¥ Meader
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Seled Purdhase Ceder Clowa Gnort Al Lines Primt Dulivery Regen Run PO Receipt Acarual

Receipt Lines Parsonalize | Find |View All | IV | B Rt 0 1001 2 tant
Recaipt Lines | More Dessily || Link gnd Stats | [tem/ Mg Omts || Optional ingat || Souros infarmation | TN

*Recy Receipt Aocept Close Device tocs Device
Line e Descripbon Recsipt Oty uon Price oy Status Short Serual Teach o Track
] Computes Manior 30000 © Ea o' 10000000 20000 Open 0O Erx 4 teimTea X
Em“ Receipt ERmChn Short interface Asset information
WSave | WiNclity || I Refesh s Asd | | Update Daplsy

3. The Receipt Activity page displays.

4. Use this page to add or review activities associated with the receipt header, including Due Date and Comments. (This is an optional
step). This is used to track activities/tasks that may be associated with the receipt. This also works as a reminder to carry out
activities (depending on your college business process) that should be carried out once the goods are received.

5. Select OK.

Receipt Activity
Help
Business Unit WA220 Recelpt ID NEXT Receipt Status Open
Activities Find | View All Fimt ‘A 10of1 ¢ Last

*Due Date Comments =

0 s o

(o) (" cancnt | | Rehesn

6. The Receipt Activity page disappears. Select the arrow to expand the Header section.

7. Enter Supplier ID and Ship To Location. This will default from PO selected.

8. Enter Receipt Qty and Recv UOM in the Receipts Lines tab. Use the Receipt Qty and Recv UOM fields to enter the quantity
delivered and the UOM in which it was received. When you enter the receipt quantity for a line, the system calculates the Accept Qty
value by subtracting the rejected quantity from the receipt quantity.

9. The Accept Qty field displays the quantity of items accepted. When you enter a Receipt Qty value for a line, the system calculates
the accepted quantity by subtracting the rejected quantity from the receipt quantity.

0. Select the Details link.

< Manager Self Service Add/Update Receipts

Maintan Receipls

Receming

Business Unit WAZ20 Receipt 5tatus Open b 4

Receipt ID NEXT Hesder CommentyAtachment Adtivities
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Fst ‘A 10/t Lam

Darvace

Q, Dwvice Track x
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iiSave | ‘wiNotty | L Rafwsh

» Acd

|41 Updatn Ducley

1. The Receipt Line Details page displays. This page formats the information that you see here and on the subsequent tabs in a

single long page format.
2. Select Return.

Receipt Line Details for Linge 1

Businass Unit WA2Z0
Receipt ID NEXT
Receipt Line 1

Expand All
* Details

Collspse AN

Status Cpen
Receipt Datebime

Ship To 220-000001
Allocation Type Fint in First Out

» Receipt Quantity

b Receipt Status

» Manufacturer information
¥ Optional Data

b Source Information

User ID CTC_BRAMIREZ
item ID
Computes Monitar
Status Open

PO Price 100 00000
Receipt Price 100 00000

Merchandise Ami 300 00
et Receopt Guantity 3 0000

3. The Receipt Line Details page disappears.
4. Select the More Details tab.

< Manager Sell

Maintain Re 8

Receivin
sines: Und WA220
onpd 1D NEX
Hasder Doty
¥ Header

Suppler 10 VO0000ETES

Hender Comerants ANschmaert

usD

Add/Update Receipts

Receipt Satus Open b4

Activitien

“Ship To Lecation 220000001
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HIPRENHSS LOCIDON 15w
PO Recewpt
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5. The More Details tab displays. Use it to enter or view information such as:
» Whether inspection is required (checkbox inspect and enter inspect Qty)
* The quantity and action for item rejects.
* RMA information.
* The received quantity less the quantity of items rejected and returned.
« The allocation type for the receipt.
+ The Ship To location.

6. Enter Reject Qty and Reject Reason (optional).
7. Select Save.

Add/Update Receipts

Maintan Receiply
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8. The system displays a message that the receipt is being updated. If you carry out additional processing, you need to reopen the
receipt in the Update mode. Select the OK button
9. Notice that the system generates a receipt ID for the receipt that you created.
0. Notice that the Receipt Status has been updated. Values are:
* Closed (closed receipt)
* Hold (hold receipt)
* Moved (moved to destination)
+ Qpen (open)
* Received (fully received)
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+ Canceled (canceled)

| <{ Manager Self Service Add/Update Receipts

Maintain Receipts

Receiving
Business Unit WA220 Receipt Status Fully Received x
ReceiptiD 0000001914 Line Comments/Attachments Adclivities
Header Details Document Status
P Header
Close Short All Lines 5 Print Delivery Report

Select Purchase Order

Receipt Lines

Line Item Description Receipt Qty Re;:l(g: Acc;‘;; Status Category CS;?;:
1. Process complete.
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