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Job Aid

Using Express Receiving

Step

Action

1.

From your Home page, navigate to the Find Expected Receipts screen.

UVA PO Purchaser > Purchasing > Receiving, click the Receipts link.

» B9 yya 0DS specialist-Limited
» B9 v oDS specialist-oLmM
rim UWA ODS Specialist-Restricted
> B A oLM specialist
43 yva po Purchaser

B UVA Marketplace

\J Supplier Entry

= Payment Voucher

rim Account Payable

4B pychasing

\J Nofifications Summary

»Em Requisitions
»En Purchase Orders
> Sl T

= Receiving
Transactions

B corrections

=] Match Unordered
Receipts

= Receiving
Transactions Summary

=] Transaction Status

Worklist

HeS5#%-m

From =

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

SYSADMIN
SYSADMIN
SYSADMIN

Type =

PO Approval
PO Approval
PO Approval
PO Approval

PO Approval

UVA Timecard
Approval Workflow

QOTA Workflow
OTA Workflow
QOTA Workflow

UVA Timecard
Approval Workflow

Go Tearch Results Display Preference  Stanoard [
~

Full List (10)

Subject = Sent ¥ Due =

Standard Purchase Order 1699302 has

been approved 06-Apr-2016

Standard Purchase Order 1699298 has

been approved 06-Apr-2016

Standard Purchase Order 1689301 has

been approved 06-Apr-2016

Standard Purchase Order 1689306 has 04-Apr-2016

been approved

Standard Purchase Order 1699299 has
been approved

Hochstetler, Kelly approved timecard for
period 08-FEB-2016 - 21-FEB-2016

Teaching Reminder
Teaching Reminder
Teaching Reminder

Hochstetler, Kelly approved timecard for
period 11-JAN-2016 - 24-JAN-2016

31-Mar-2016

19-Feb-2016

18-Feb-2016
10-Feb-2016

03-Feb-2016

23-Jan-2016

Step

Action

The Find Expected Receipts screen displays.

Choose the source type of Supplier.
Click the Source Type list.
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Furchase Order Release
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Requisition Line Shipment
Supplier Supplier Site
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Step Action

3. Click the Supplier list item.

Page 2 Date Created: 9/27/2016 3:45:00 PM



ORACLE" Job Aid
USER PRODUCTIVITY KIT

Oracle Applications - U¥A isq01 : Of Test - Refreshed from Production 2713/2011 backup (=1

ORACLE

%@IX I A9 25

Furchase Order Release
Line Shipment

Requisition Line Shipment
Supplier Supplier Site

¥ Include Closed POs
Receiving Location

Item, Rev

Category

Description

Supplier ltem Header

List of Valu

Step Action

4, To narrow your search, enter search criteria in other fields as desired, including
Purchase Order number, Supplier name, and Receiving Location.

You can use the ellipsis (...) in any field to select from the LOV.

Enter the desired information. Once done, click the Find button.
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Purchase Order |1699301| Release
Line Shipment
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Step Action

5. The Receipt Header screen displays. Enter receiving information in any of the
following fields:

« Packing Slip (optional) - Enter a packing slip name or number

* Freight Carrier (optional) - Select from the LOV

* Receipt Date - Defaults to the current date, which you can change

« Shipped Date (mandatory) - Use the calendar to enter the date the goods or services
were shipped
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#Add To Receipt

Recei 4 _ Receipt Date
Shiprr 2nt _ Shipped Date
Packing .lip _ Waybill/Airbill
Freight car>r || NN Bill of Lading
Containers _ Received By

SIS BSMAN COULTER INC

Comments

|

(9120 1y | A1000 RectorBoard of Visitors Order Type
<1 ; | BECKMAN COULTER INC 0 1639301
item Description RIRCCY 511000 )| 02-APR-2016 00.0(

512 1,1 BDBROD-Jensen, Jack S— Hazard ([

Header Receiver Note UN Number

Shipment Receiver Note SLIT L Direct Delivery

e s G

e~ -
i ; Oracle E-B E ) 7L Microsoft Lyne (..

Step Action

6. This is where you enter the date that the goods or services were shipped from the
vendor.

Click in the Shipped Date field.
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Shipment Shipped Date _‘
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Item Description |UIRERETS Due Date
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Header Receiver Note UN Number

Shipment Receiver Note SLIT L Direct Delivery
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Step Action

7. Choose the date from the calendar.

Click the Shipped Date... button.
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Shipment _
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Supse
Comments [ N !

Receipt Date
Shipped Date
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Header Receiver Note
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Step Action

8. Choose the appropriate date and click the OK button.

Eile Edit

® Add To Receipt

S ERE S 06-APR-2016 14:12

Shipped Date

waysitizirsil - ([ GG

Bill of Lading
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- Order Type
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Due Date
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UN Number
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Step

Action

Enter any other information as desired, including optional text in the Comments field.

Next, click anywhere on the Receipt form (which opens behind the Receipt Header) to
navigate to the appropriate receipt.

File Edit View

Receipt [
Shipment. _
Packing Slip _
Freight Carrier _
Containers _

®Add To Receipt
Receipt Date
Shipped Date
waybiliairsil - [ GG

Bill of Lading

GEEELRE I Jensen, Jack S It

ORACLE

=S BECKMAN COULTER INC

(o] =L LELT S A1000 Rector/Board of Visitors
<1020 | BECKMAN COULTER INC

Qrder Type
Due Date
Hezad (I

(.

UN Number

=000 Direct Delivery
et

TS $GETES 2GS

Item Description |IREECIS
8- BDBROD-Jensen, Jack S—

Header Receiver Note

Shipment Receiver Note
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| =
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Step

Action

10.

The items listed in the PO display.

Click the horizontal scrollbar.
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Step Action

11. If blank, enter a delivery location code in the Location field (select from the LOV).

If blank, enter a name in the Requester field. This required field is not free form and is
case-sensitive.

(1) Enter the last name, comma, and then the first initial of the first name.

(2) Press [Tab]. The system validates the name you enter with the HR tables for each
receiving line

(3) Use [Shift] + F5 to copy the name to other lines if you are receiving against a multi-
line PO.
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Supplier

Item Description
Destination
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Shipment Receiver Note
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Step

Action

12.

When you have finished reviewing/editing the fields, click the Express button.

File

Edit

i i i i i i i |
-

—Secondary——
Quantity UOM

Quantity UOM

ORACLE

binventory
Location Requester Locator

1|Each

BDBROD Jensen, Jack S

Operating Unit
Supplier

Item Description
Destination

Header Receiver Note

Shipment Receiver Note

A1000 Rector/Board of Visitors
BECKMAN COULTER INC

Order Type 00
Order
Due Date [2ll53S

Hazard

BDBROD-Jensen, Jack S—

UN Number
Rout

T
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Step Action

13. Important Note: Do not change the Destination Type.

Click the OK button.

%] Oradle Applications - isq01

Eile Edit View Folder Tools Window Help

By &8 SP 18 JHHELI LI LEH 2
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—Secondary——
Quantity UOM  Quantity UOM Location Req
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ype _da'd
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Shipment Receiver Note Routing
e
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Step Action

14. If you selected the Express button and realize you did not receive all the goods, you can

click the UnExpress button to undo express receiving.
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Step Action

15. Save the express receiving.

Click the Save button.
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Order
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Header Receiver Note

UN Number
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Step Action

16. A confirmation note displays.

Click the OK button.

Eile Edit

—Secondary——
Quantity UOM  Quantity UOM Location R
1|Each BDBROD

Jensen, Jack S

i O Note

a_ | ‘ Total express transactions created: 1

Item Description
Destination
Header Receiver Note

Shipment Receiver Note

<1 BECKMAM COULTER INC

Ti 15 rotor

Operatin i 6 SN
01|

I E [ 02-APR-2016 00:0(

BDBROD-Jensen, Jack S—

UN Number

o
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Step Action

17. Click the Header button.
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Step Action

18. The number now displays in the Receipt field.
Document the receipt number on your packing slip.

Important Note: You must ensure that receiving documentation has been signed and
dated by the person who received the goods into the department.
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