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1. Ensure that you are on the Home tab. Important Note: You do not complete receiving for the following
orders: Staples, Office Depot, Direct Payments, Central Storeroom orders, or Medical Storeroom
orders. Also, you do not complete Returns in PORT. Returns are completed on the Return
Authorization form on Materials Management's web site:
http://www.ecu.edu/purchasing/return_authorization form.htm.

2. Click on the receiving / invoices tab.

Settlement

UNIVERSITY

East Carolina

settlement [T

3. Click on draft receipts tab.
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East Carolina

el Draft Receipts

squisitions

draft receipts receipt history

Create Qty Receipt

Draft Receipts >
Mo Search Results Found

4. Click on the Create Qty Receipt button.

East Carolina

il New Qty Receipt - PO Search

draft receipts

Select Query

by PO No. [ by Requisition || by supplien'sku || by Receipt || by 1nusice |

=

If pou krow the PO o, of the PO you ave searching for, please eater it below,

Purchase Order Mo, P1043301

Filter D

Chack Filter i paw want ta uss the filters bafow.

Results per page 10w
"m
Filters

To find your purchase docurnents quickly and easily, choose 5 date range to search for purchase docurents placed during
2 spacified tirme frame. =

My Crders Depattrent Orders

PG Date Filters Creation Dste [System)

Start Date = (i dddyyyy)

End Date [5701z005 | BB ¢ ey

User Select User

Approved By Select User:

PO El El Only Include PO's From These

Departments Departments

]

AF Materials Management

[

5. Enter the PO # in the Purchase Order No. text box.
6. Click the Search button.
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East Carolin

New Qty Receipt

arites shopping receiving

draft receipts

__> Save Updates || Complete |

Exact Match: PO Mo. P1043301

TETHET Information 2
Receipt Name 008-05-01 brownb 02 gg;:ipt Create  £/1/2003 11:06:14 AM
a

eceipt No Receipt Date Packing Slip No. Supplier Name Received by

To Be Assigned E Dell Marketing LP Bridget Brown
mmydd;
/ PT ADDRESS DELI¥ERY
= Sarier <> [Fedex v |[Fedex

Cantack Marne Chuck Boulineau Tracking Mo
Phone +1 (919) 328-1924 S4564366444456
Ere wedu Attachments Attach/Link

East Carolina University

Materials Mgrt
200 E First Street (1,000 Chars. TanT *’
Greenville, NC 27858-4353

United States

SN oy el s =
Receipt Summary

PO No. PO Line No. Product Name Catalog No. Qty /UOM ordered Previous Receipts Quantity Add to Action Select
Inventory m

piocaor G v e e : O
piocssos @ 2 e s : O

7. Enter the appropriate Header Information for the following: Receipt Name, Packing Slip No., Carrier,
Tracking No., Attachments, and Notes. Note: This header information is optional.
8. Click the Save Updates button.

East Carolina

TOTIIErd oW Qty Receipt

draft receipts

D @ '59

Save Updates || Complete

- Header Information

Receipt Name 2008-08-01 brownb 02 Receipt
Create

Date
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned E Dell Marketing LP Bridget Brown
mrnfddfyyyy
RECEIFT ADDRESS DELIYERY
Location Carrier [ Fadex ~ | [FedEx
S e S st

Email boulineauc@ecu, edu Attachrments Attach/Link

East Carolina University

Materisls Mgmt Notes
200 E First Street (1,000 Chars. Max)
\ Greenville, NG 27858-4353

United States

Bl For Selectad Lnes: o

Show Receipt Details

Receipt Summary

2

PO No. PO Line No. Product Name

Quantity Add to Action select
Inventory O

tatalog No. Previous Receipts

o, @ T e e o
o @ 2 e & o

9. Notice that the first time you complete a receipt on a PO, the system automatically defaults to the
number of items ordered. Note: If you have received everything on the first shipment, proceed to steps
11 to complete the receipt. Also note that if you did not receive a quantity for an item, enter a 0 to
indicate that no items were received in the shipment for that item.
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12.

|t mmfddfyyyy

11.

[— Materials Mgrnt Motes
— 200 E First Street (1,000 Chars, Max)
Greenville, NC 27853-4353
United States

10.

\\ Receipt Summary

13.

RECEIVING
Last Updated on: 12/15/2010

receiving

Save Updahv Complete

draft receipts

- Header Information

Receit ame pecet

Crea

?

Receipt No Receipt Date Packing Slip No. Supplier Name Received by

sr1zone |8 21133454 Dell Marketing LP Bridget Brown

RECEIPT ADDRESS DELIYERY

Lacation Carrier [Fadex ¥ [Fadex
Contact Name Chuck Boulineau Tracking Mo,
Phone +1 ($15) 328-1924

Emnail boulineauc@ecu. edu Atkachments Attach/Link
East Carolina University

2

PO No. PO Line No. Catalog No. Qty /UDM ordered Previous Receipts Quantity Add to Action Select
Inventory O

sroaos @ © et o

proiosos @ 2 e O

10. Change the # of items to the actual number that was received in the first shipment. Note: In this
example, we will only receiving 1 of the 2 laptops for the 2" line item in the first shipment.

11. Click the Save button.

12. Click the Complete button to complete the receipt for the 1* shipment.

East Carolina

UNIVERSITY

MNew Qty Receipt

shopping

draft receipts

Create Oty Receipt

Receipt Mo . 11 B o been cestad for the following PO Ha(s):
. Trerance No. PL043301 B

13. Click on the Printer Icon if you need a printed copy.
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2 New Qty Receipt - Microsoft Internet Explorer provided by East Carolina University ._ LT' 'g|
: BEEW Edit  Wiew Favorites  Tools  Help 1','
e » — i - =
) =r i <) | £ 2 - f Iy
Open... Chleo |- Search “?/\E/ Favarites @ E___\ =" Iﬂ_)‘-l ﬁ d
Edit with Microsoft Cffice ‘Word = S 5
,I'Router,l'ReceiptSummary?receiptID:11??9&p0pup=true&printWe Vl Go i Links » ' % -
—
Save As.., / A
Page Setup...
Receipt
/ Print Prewview, .. Create Date
14 Send Packing slip Mo. Supplier Name Received by
Import and Export. .. 21133454 Dell Marketing LP Bridget Brown
Properties RESS DELIVERY
wéark CFFli Carrier FedEx FadEx
rne Chuck Boulineau Tracking Ma. 54564 366444456
9139) 328-1924 attachment
/ ~ Email boulineauc@ecu, edu aehments
15 East Carolina University Motes
. Materials Mgmt (1,000 Chars, Max)
200 E First Street
Grecnville, MC 27858-4353
United States
Receipt Summary
PO No. PO Line No. Product Name Catalog No. Qty/U0Mordered Previous Receipts Quantity Add to Action -
Inventory
P1043301 1 laptop na 2 2 Received
Attachments
Motes b
|Prints this page.
14. This brings up a printer friendly view of the receipt. Select File and Print.
15. Close the browser.
East Carolin
aSt a um““la' New Qty Receipt
draftreceiplf LA RIETE
Racelpt o, 11775 BB has been crested for the following PO Na(s)1
16.

& PO/Reference Mo, Pi042301 ﬁ

16. This completes the steps for this first receipt for a PO. Click the East Carolina University icon to go
home.
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17. Click on the receiving / invoices tab. Note: In this example, we are simulating that a second shipment
came in to complete receiving for the last laptop on the PO. Important Note: You will complete these
steps for every shipment until all the items have been received.

IIIIIIII Draft Re:

Greate Qty Recelpt
Dreaft Beceipts

| o Nu/1 arch Rusults Found : ]

18.

18. Click on the Create Qty Receipt button.
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East Carolina

UNIVERSITY

t - PO Search

draft receipts

Select Query

by PO No. H by Requizition || by Supplier SKU || by Race\pt” by Ir\umcel

7]

If pou keow the PO Mo, of the PO pou are searching for, please enter it below,

P1043301

Purchase Order Ho,

Filter
Check Sl RPTERE t0 wre the Flters belaw

/ Results per pags 10 v
— [search |

19.

Filters

To find Fchase documnents quickly and easily, choose a date range to search for purchase docurnents placed during
tied time frame.

My Crders Department Grders
PO Date Filkers

20. —— Start Date :ﬁ {rarnd ddfyyy)

End Date [arniizone | BER (mmyddrpm
User Select User
mpproved By

PO |I| |I| Only Include PO's From These
Departments Departments

]

19. Enter the PO # in the Purchase Order No. text box.
20. Click the Search button.

East Carolina

UNIVERSITY

New Qty Receipt

draft receipts

Save Updates Complete

- Header Information

Receipt Name 008-08-01 brownb 01 Receipt
Create
Date
Receipt Date Packing slip No. supplier Name Received by

To Be Assigned

EarTae

mmy

1123234 Dell Marketing LP Bridget Brown

CEIFT ADDRESS DELIVERY

1\

v Sanien 4’ [ Fadex v [FadEx

Contact Narme Chuck Boulineau

Phone +1 (919) 328-1924 49646444533

T u.edu Attachrnents Attach/Link
East Carolina University

e |:|

United States

22.

200 E First Straet
Greenville, NC 27858-4353

Show Racaipt Darails ——P save For Selected Lines: )
Receipt Summary

PO No. PO Line No. Product Name Catalog No. Qty /UOM ordered Previous Receipts Quantity Add to Action
Inventory

prossons. & s e o 2 wno ] O
proscaos @ 2 e m : O

Select

21. Enter the appropriate Header Information for the following: Receipt Name, Packing Slip No., Carrier,
Tracking No., Attachments, and Notes. Note: This header information is optional.
22. Click the Save button.
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East Carolina

UNIVERSITY

New Qty Receipt

draft receipts

receipt h

23. \

D ® @

Save Updates Complete

2008-08-01 brownb 01 Receipt

Create
Date
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned E Dell Marketing LP Bridget Brown
mmdddiyyyy
DELI¥ERY
Location Carrizr [Fedex v | [FedEx
MNgoulineau Tracking Mo. 45646444333

Ernail boulineatc@ecNg Attachrents AttachyLink
East Carolina University
Matarials Mgmt

200 E First Street

areenville, NC 27858-4353

United States

Motes
(1,000 Chars, Masx)

Show Receipt Detall

Receipt Summary

> For Salacted Lines: Eal

PO No. PO Line No. Product HName Quantity Add to Action Select
Inventory 0
procaons B s e C— 0
srosason @b 2 e 0

23. Notice that the receipt now has a 1 quantity for the 2" line item and O for the 1% line item. Note: PORT
automatically calculates the remaining quantities to be received after the 1* receipt.
24. Notice our 1% receipt # listed in the Previous Receipts column.

East Carolina

UNIVERSITY

New Qty Receipt
shaopping receiving

draft receipts t h

SaveUpdabe' Complete

- Header Information

Receipt Name 2008-08-01 brownb 01 Receipt

Create
Date

?

Receipt No Receipt Date Packing Slip No. Supplier Name Received by

To Be Assigned 1123234 Dell Marketing LP Bridget Brown

mmdddiyyyy

RECEIPT ADDRESS DELIYERY

L Carrier | Fedex v |[FedEx
25 Contact Nama Chuck Boulineau Tracking Mo,

Phone +1 (913) 328-1924 35646444333

Ernail boulinzauc@ecu,edu Attachmants Attach/Link
Easzt Carolina University

Materials Mgmt MNotes

200 E First Street (1,000 Chars, Max)
areenville, NC 27858-4353

United States

Show Receipt Deils save For Selacted Linss: &
Receipt Summary

PO No. PO Line No. Product Name Catalog No. Qty /UOM ordered Previous Receipts Quantity Add to Action Select
Inventory

prossaos @ S b m : wre O

pocazor @ 2 e s : 0

25. Click the Complete button. Note: In this example, we are indicating that everything was received on
the 2™ shipment. To continue completing receipts until all the items are received, repeat steps 16 — 24.
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East Carolina

New Qty Receipt

rite: zhopping

draft regflipts [ ITEREPY

Create Qty Receipt

/ Receipt Mo 11780 B 1o besn created for the following PO Ma(s):

# PO/Reference Mo, Pi043201 a

26. To print a copy of the receipt, repeat steps 12 — 14. This completes the steps for completing receiving
for this PO. Click the East Carolina University icon to go home.

Important Note: Receipts are loaded to Banner in a batch process early the next morning. AP will match your
receipt with the Invoice and Purchase Order before making payments to the supplier.
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