Quick Reference Guide

-
Arizona’s Procurement Solution

~ Receiving

This quick reference guide is designed to assist you in documenting the receipt of ordered goods and services.
Receipts are meant to be created in ProcureAZ for each received shipment of goods or service deliverable
provided. Completing Receipts enables accounting to perform a 3-way match between the PO, Receipt and
Invoice to ensure that only received goods and services are paid for, and at the price specified on the order.

Receiving Overview

Creating Receipts in ProcureAZ allows users to:

e Document the receipt of goods and services
¢ Return goods and services
e Cancel ordered items.

Receipts are created by:

e Finding the corresponding Purchase Order (PO)
¢ Indicating the quantity or dollar amount of an item that has been received, returned or cancelled.

Completing Receipts enables accounting (AP) to perform a 3-way match between the PO, Receipt and Invoice
to ensure:

¢ Payments are made only for the actual quantity of goods and services received
e The price specified on the invoice agrees with the price on the purchase order.

Basic ProcureAZ Receiving Rules
Receipts can be created against POs while a PO is in the following statuses:

e Sent
o Partial Receipt
o Complete Receipt

NOTE: If a PO has a Change Order in progress, no receiving can be performed for that PO..
NOTE: DA users can only receive for POs that have a Location that the user has rights to.

Creating a New Receipt

1) Find the Purchase Order - All receipts of an item start by finding the PO it was ordered on. Methods include:
¢ Performing an advanced search for a PO using the magnifying glass icon on the header bar.

e Selecting Documents>Receipts>New (see picture below) and searching for the PO.
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Purchase Order
Number:

2) Create the Receipt document — A Receipt can be created for a Purchase Order by

e Selecting the Create Receipt button in the Receipt Information section on the PO.

Receipt Information RS iGES

e Selecting the PO from the Results after using Documents>Receipts>New to search for the PO.

Fiscal Year | Item Description |

NIGP Class | |

HIGP Item I_;'

Commodity Code | [E] stock item Humber |
Find 1 | Clear |

Open Market Results

ﬂ “ou will not be able to select a purchase order if you are not authorized to enter new receipts against that purchase order.

Select Purchase Order # Purchase Crder Date Descripticn DeptiLoc Purc

ADE511-003092 082272010 Test Desc ADES/ADES Don b

ADE511-003103 08/23/2010 Computer Supplies ADESIADES Don t

Completing the Receipt

Once created, a New Receipt document will display on its General tab.
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New Receipt - Purchase Order # ADES11-003092

ltem=z Attachmentz Notes Summary Back to PO

Receipt Number: Receipt Status:
PO Mumber: ADES11-003082 PO Status:
Receipt Description o I Alternate ID:
Department T I j

Location ™ m

Receipt Owner T I j

5CI-In Progress

3PS - Sent

—

Save & Continue

Copyright @ 2010 Perizcope Holdings, Inc. - All Rightz Reserved.

Good things to remember when completing the receipt document.

Like all ProcureAZ documents, start with the General tab.

It is good idea to use the tabs from left to right.

Add the required data on each tab and any additional information desired.
Select Save & Continue on each tab.

On the final tab, the Summary tab, you can review the entire document.

General Tab — Required Information

On the first tab on the left, the General tab, the required fields are
e Receipt Description
e Department and Location
e Receipt Owner
Of these items, only Receipt Description will be blank upon creating a new Receipt.

The Department and Location will carry over from the PO.

The Receipt Owner will be set to the creator of the Receipt, but can be set to any user with receiving rights for

this PO.
Upon completing these fields, select Save & Continue before moving to the next tab.

You are now ready to document the received, returned and cancelled items on the PO. Proceed to the Items

tab.
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New Receipt - Purchase Order # AD040504-A3-4-A7:12

ST items  Attachments  Notes S ¥ Back to PO

Receipt Number: Receipt Status: 5Cl - In Progress
PO Number: ) -k AT PU Status: 3PS - Sem
Receipt Description | ARernate ID:

Department " ; | ADSPO - State Procurement Office v

Location " | ADSPO - State Procurement Office V

Recelpt Owner " : 'Harris, Chris ~

Iltems Tab - Add Receiving Quantities & Amounts

On the Items tab of the Receipt, each Item on the PO will be listed, along with pricing and receiving information.

The most important columns of information to consider for each item before receiving are the
o Receipt Method

e Remaining Quantity/Dollar.

The Receipt Method indicates whether, when receiving, you will indicate the total quantity of the Item that was
received, or if you will indicate the dollar amount that has been charged by the vendor.

Generally, commodities are set to a “Quantity” Receipt Method, while services are set to “Dollars”.

The Remaining Quantity/Dollars indicates the remaining quantity or dollar total for the Item that has not yet
been received. You will not be able to receive more than this total.

Receipt# 0000074 (In Progress) - Purchase Order # AD040504-A3-4-A7:12

Gengral RICLEN AMtachments MNotes Summary  Back 1o PO
General bhtes
PO ltem # Ttem Acticns
Description
Receipt Method | Catalog Price/ | UOM Ordered MNet Received Remaining
Unit Cost Total) Receipt Tota PO Receipty Sy Receipt Total
Total) Receipt Total(PO Receipts {PO Receipts
Total)
1 #10 OSDS 20 WW Plain, Virgin Executive Style (Enveiopes. Piain and Printed (Statewide)) /
Agd Recerving
Recaned Oty 0.0(0.0) | Returned Oty 0.0{0.0) | Canceied Qty: 0.000.0) \
Quantity §14.8833 | Thousand k2 oA ROD.); | A S0 | Sy Oy 900.9) 0.0(0.0) 30
Cancel ltem
0.0(0.0) 0.0{0.0) 0.0(0.0)
Receive All Defaults
HH:MM:SS AM or PM)
onmmmmqumnfmwhmﬁlwwm-MiMwm ng i quantty for a PO tem.
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If all ordered goods/services have been delivered, click the Receive All button along the bottom of the Items
tab.

This will refresh the current screen with the updated receiving information for each Item, and remove or change
the other receiving options available.

If Receive All is selected, the only receiving option going forward is to process an adjustment to change the
receipt.

If only a portion of the ordered goods and services have been received or you need to indicate the return of
delivered Items, you'll need to select Add Receiving for each line Item that has been delivered to indicate how
much of the Item has been received and/or returned.

Upon selecting Add Receiving next to an Item on the Receipt Items tab, the detail screen for that Item will
appear.

This screen displays all detail from the Items tab about the Item, including how much of the Item has been
Received, Returned and Canceled.

It also allows you to indicate
e Item-specific Date Received
¢ Quantity or Dollar Amount Received

e Quantity or Dollar Amount Returned

Receipt# 0000077 (In Progress) - Purchase Order # ADSP0O10-000148:20

Ge lNotes Back 1o PO
Notes

PO hem &; 1 '3 1 PO Bem Status 3PS - Sent
Receipt Hethod: Quantty | Date Recewed. (WWDDAYYY  [ag 1772010 11:3702PM ﬂ Recewed By: Chris Harris

i|

HHMM S5 AM or PM)

PO tem Description:

AlasGlance 2010 Caewubve Munthily Desh Pag, 227 2 1T

PO Iz Reveiving Sunminary

Unit MNecsived Guantity Pttt e Gty Cancebed Guantity . Memmining
Cost | UM ""“"""‘,;"':"“"’“ Receipt Total(PO Receipts Total) | Receipt ToiPO Receipts Total) | Receipt Total{PO Receipts Total) """""w"""’y Quantity
Received Oty 0.0(0.0) | Returmed Oty 0.0{0.0) | Canceled Oty 0.000.0)

s E::B T 0.00.0) | Oty Agg 0.00.0) | Oty Ady 0.000.0) . -
0.0(0.0) 0.0(0.0) 0.0(0.0)
De
Comment fmax 250 characters)
\ Bogquirad for Beoaipt Trps Boturn
—
Return 00 |
© Receivediretumedicanceied quantty of recepts in status "SCC - Canceled” and “SCRT - Returmed” s ignored when calisting quantty for a PO Rem

[ roaaresaseaseeew

To document the receipt or return of a certain Quantity or Dollar amount (based on the Receipt Method field),
enter that amount into the Quantity or Dollar column next to the “Receiving” Receipt Type.
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Note that you will not be able to indicate an amount greater than in the Remaining Quantity or Remaining
Dollar field. If desired, you can type in a comment regarding the receipt in the Comment field. Note that for
returns, you must provide a comment.

Once you are done, select Save & Exit to return to the Items tab.

PLEASE NOTE: Upon clicking save, you can'’t change the entered receipt or return totals except by
creating an adjustment.

Item Tab — Additional Receiving Options

After having entered receiving for an Item, note that the options in the Actions column on the Items tab have
changed.

If a line is still open, meaning a remaining quantity or dollar amount has yet to be received, the Add Receiving
button will still appear, allowing you to receive and/or return some total of the Item.

The Cancel Item button continues to appear, allowing you to cancel some total of the Item.

An Add Adjustment button now appears, enabling you to adjust the currently received, returned or cancelled
amount of the Item.

Lastly, a View Item History button appears, which produces a pop-up displaying the entire receipt history of the
ltem.

Receipt # 0000078 (in Progress) - Purchase Order # ADSP010-000221:1

lems h Notes S Y Back to PO

PO ltem & Hem Acbons
Descrintenn
Receipt Method | Catalog Price/ |  UOM Ocdered Rucerved Guanbty Doliars Returned e Met Received |  Remaining
Unit Cost GuantityDollars | Receipt Toal{PO Recepts Cuantity Dollary CuantityDotlars | Guantity Dolllly
Totat) wm:::: Receipts | o TomMPOR Receipt Total
Sy Total)
1 | Barber Chaks - 2 arms, heavy-duty hydraule, black. treated leather. chrome base. Should be botable o flor
Receed Qty:  S0(50) | Retwurnes Oty.  0.0(0.0) | CancelesOty:  0.0{0.0)
Guantity 33,210.00 | CA - Cant rao | GrAG 0.00.0) | Oy A% 0.0(0.0) | ey Oty 0.000.8) 2.003.0) E
50(5.0) 0.0(0.0) | 0.0(0.0)
0 Receivediraturnedicanceisd quantity of recaints in status *SCC - Cancsind” and “SCAT - Bsturnad” & ignorad whan calilatn, guantty for a PO tem

Item Tab — Cancelling ltems

Canceling some quantity or dollar amount of an Item is done to indicate that some amount of the Item is no
longer needed.

If your Receipt includes a cancellation, upon approval of the Receipt, a Change Order will automatically be
created for the associated PO, canceling the same amount of the Item that was cancelled on the Receipt.

Upon selecting the Cancel Item button next to an Item, you will be taken to a screen that looks similar to the
screen that displayed upon selecting Add Receiving.
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Receipt # 0000079 (In Progress) - Purchase Order # ADSPO10-00000049:9

PO tem & 2 Recegttems 1 PO tem Status IPS - Sent
Receipt Method Quantity

PO tem Description:

Marcal “Af Home & In The Office™ 2.ply Paper Towed, 15/Ct

PO ltem Receiving Summary

Cont [ VoM """W""‘"‘ Raceit TomiP Recure Tt | Rece otagh0 Receres o) | Receit TP facers ot a“%m Y
Recened Qty 0.0(0.0) | Returned Oty 0.0{00) | Canceled Oty 0.0(0.0)

einelEe oo | Ot Ad 0.0(0.0) | Oty Agp 0.0(00) | Oty Agy 0.0(0.0} . i
0.00.0) 0.00.0) 0.0{0.0)

Receipt ltem Cancel Details

Receipt Type Guantity Canceled Comment jmax 250 charscters)

Cancel 40

) Recenveniretumedicanceied ausntty of receiots n status “SCC - Canceied™ and “SCAT - Retumed” & ianored when caliistng ausnity for a PO tem.

= e = ] e

The details about the Item appear; including the current received, returned and cancelled amounts of the Item
and the Remaining Quantity or Dollar Amount.

However, the bottom section on this screen supports the cancellation of all or some part of the Iltem. Simply
enter in the desired amount in the Quantity or Dollar Amount Cancelled column and provide the required
Comment explaining the reason for the cancellation.

Once complete, select Save & Exit along the bottom of the screen to return to the Items tab.

Item Tab - Add Adjustment

Adjustments enable you to correct any errors that may have been made during the receiving process by
allowing you to increase and decrease the amount of the Item that has been indicated as received, returned or
cancelled.

Upon selecting the Add Adjustment button next to an Item, you will be taken to a screen that looks similar to
the screen that displayed upon selecting Add Receiving.

The details about the Item appear; including the current received, returned and cancelled amounts of the Item
and the Remaining Quantity or Dollar Amount. However, the bottom section on this screen supports the
documentation of receiving, return and cancellation adjustments.
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Receipt # 0000076 (In Progress) - Purchase Order # ADSPO10-000173:1

Gene LT H Attachments  Notes  Summary Back to PO

General § L0
PO em &: 1 Receptems 1 PO tem Status JPCR - Compiete Receipt
Receipt Method: Quantty

B ham Naerriptinn

Laptop computer, 4GHz RAM, at least 100 GB of hard drive space, 2G processor, windows 7

PO ltem Receiving Summary  IREISIIEN

Ordered Quantity Net Received Guantity
Received Guantty Returned Guanbty Canceled Quantity Remaining
u""°“'| uom Imr?mm‘ Receipt TotafPO Receipts Total) l Receipt Total[PO Receipts Tolal) |  Receipt TotaPO Receipts Total) [wmom Quantity
Recewed Qty 0.01.0) | Retumed aty 0.0(0.0) | Canceted Oty 0.0(0.0)
$1,600.00 ::cn 10| A% ol o de GRS | o oy 0.0(1.0) 00
0.0(1.0) 0.000.0) 0.0(0.0)
Receipt ltem Receiving/Return/Cancel Adjustment Details
Receipt Type Guantity Adjustrment ‘Comment fmax Z50 characters] ™
Receiving Adpustment 00
Return Adustment |00
Cancel Adustment 00
O Receivadireturnedicanceied quantty of receiots in status "SCC - Canceled” and "SCRT - Retumed” is ignorad when ¥ " quantity for a PO fem.

e e s e e .

To INCREASE the total amount of the Item that has been received, returned or cancelled, enter a POSITIVE
number into the Quantity or Dollar Adjustment column.

For instance, if three of the Item have been marked received, but four were actually received, input “1.0” into
the Quantity Adjustment field next to the “Receive Adjustment” Receipt Type.

To DECREASE the total amount of the Item that has been received, returned or cancelled, enter a NEGATIVE
number into the Quantity or Dollar Adjustment column.

For instance, if you've indicated that four of the Item were returned, but actually only two were returned, enter
2.0 into the Quantity Adjustment field next to the “Return Adjustment” Receipt Type.

PLEASE NOTE: All adjustments require a Comment explaining the adjustment.

Once complete, select Save & Exit along the bottom of the screen to return to the Items tab.

Receipt Approval

Once you have completed each of the necessary tabs and are ready to submit the Receipt, you'll first want to
review all of the information you’ve entered on the Summary tab.

If there are any issues with the information you’ve provided, validation warnings and/or errors will display along
the top of the Summary tab.

¢ Yellow warnings don’t require action on your part, but ...
o Red errors require that you fix the issue before you are allowed to submit the Receipt.
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Once you have corrected any issues, you must submit your Receipt document for approval.

Clicking the Submit for Approval button on the bottom of the Summary tab will trigger approval of the Receipt
document.

PLEASE NOTE: Not all agencies require approvals for Receipts. If no approvals are required the
document will be complete.

Receipt # 0000080 (In Progress) - Purchase Order # ADSP010-000205:4

Back to PO

]
Header Information

Receipt Number: 0000030 Receipt Status: 5Cl- In Progress Receipt Description: test

PO Number: -000208:4 PO Status: 3PS - Sent Alternate ID:

Department: ABA - Accountancy Board  Location: ABA - Accountancy Board Receipt Owner: Chris Harris
User Created: Chris Harris Date Created: 08/18/2010 01:12:25 AM User Last Updated: Chris Harris
Date Last Updated: 0811872010 01:12:35 A

Item Information

Jtem #1 Solar energy systems purchases to include design, installation, and maintenance services for energy generating facilties on public buildings. (Please complete
price sheet as found in the attachments section. Enter $0.00 for unit cost.)
PO Item Receiving Summary (View item Receipts History)
) _ Net Received
Roced' |untcost |uom g:‘::’;: ::xﬁo?:;:o&;eum ::i:'r;ﬁ:ll::;gv Receipts g:;ﬁh:o%;;owmmu gewa:? Total z::‘;::"
Total) Total) Total) (PO Receipts
Total)
Received Qty:  1.0(1.0) | Returned Qty:  0.0(0.0) | Canceled Qty:  0.0(0.0)
Quantity | $168,000.00 E‘:c'h 1.0 e A0) | ey Oy | OpAe e 1.0(1.0) 0.0
1.0(1.0) 0.0(0.0) 0.0{0.0)
PO Item Receipt Details
Receipt fem # Receipt Type Quantity Comment
1 Receiving 10

o Received/returnedicanceled quantity of receipts in status "5
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