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1. After logging in to PeopleSoft Financials, navigate to Add/Update Receipts:
Purchasing -> Receipts -> Add/Update Receipts

2. On the next screen, fields should appear as: Business Unit:  [SLULA 2,
Business Unit = SLULA, Receipt Number = NEXT o
and PO Receipt should be checked. Click on Add.

Add

3. Complete the Search Criteria:
If you know the PO#: Clear the Ship To, and Date fields. In the Purchase Order
field, enter the 10-digit PO number (fill the 4 or 5 digit number with preceding zeros).
Check the Retrieve Open PO Schedules box.
If you DO NOT know the PO number:
Search with the Ship-To address. If the PO is not found, add the Vendor Name by
using the magnifying glass or Vendor Lookup option. Check the Retrieve Open PO
Schedules box.

Select Purchase Order
Enter PO# if
|| Search Criteria known, use 6
& ~ zeros then #
PO Unit: [sLuLa | crery< +I- Today:
Purchase Order: [ Start Date: [5 < If Idatetshare \;!s':l;le,
23 = 3 clear these fields.
Line/Sched Num: | [ End Date: !
Release: I Vendor Hame: Q Vendor Lookup
tem 10 - Q Vendor ltem ID: ' &
S ;_?LUPHPL Sail:ag'sll'zsf'i::::g:ifcll'egris CHCEEHE :_ If vendor is known, enter
Ship Via: ! not fo_u“d- Tr_S‘ cturer's item 1D: | first ?f;entl'::lirrsLaonot:(ﬁL:Ck on K
¥ Retrieve Open PO Schedules searching again. -
Receipt Qty Options
S h
[ €~ No Order Qty & Ordered Oty " PO Remaining Qty
Press the Search key. Search |

6. The retrieved PO should appear with all unreceived items listed. Use the arrow keys if there are
more rows. To select lines for receipt, check the box at the beginning of the lines. Click OK.
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7. The Receipt Lines should appear. On each line, you will be able to enter a quantity
received or a price (for services, enter the $ amount being authorized for payment)
Press Save to complete the screen. & save | |
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If you receive an item before its due date PeopleSoft displays a warning. Click OK
if the receipt is valid. PeopleSoft will also warn you if you are receiving a quantity that is less
than what is stated on the original PO. Click OK if the quantity is correct.
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8. Click the Add Comments link if you would like to add comments that will be associated
with this receiver ID.

9. The system generates a Receipt ID for each receipt you create.

10.  If you want to cancel the entire receipt, click the Cancel Receipt button. Canceling the
transaction cannot be reversed.

11.  Click the | & save | button and the receipt status should change to "RECEIVED".

Rev 09/13/11f

SOUTHEASTERN LOUISIANA UNIVERSITY 2 PEOPLESOFT FINANCIALS 2011



	PS FIN RECEIPT

