RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011
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1. Ensure the Search for drop down box indicates PO No. and enter the PO # for the receipt
modifications. Note: This new feature with the July 2011 release will allow you to open receipts the
SAME DAY you created them to make changes or delete the receipt. Once the receipt exports to
Banner, no changes can be made to the receipt.

2. Click on the Go button.

East Carolina

UNIVERSITY PO P1105090

PR History | my requisitions | my purchas

PO/Reference No. P1105090 Revision 0

Available Actions | Add Comment 3] [ &0

Supplier Dell Marketing LP
status | purchase Order || Revisions || PO Approvals || Receipts || Invaices | comments || attachments || Histary |
&
nformation ? Document Status ?
PO/Referancs No. Workflow / Completed
Revision No. (7/24/2011 10:00 AM)
Supplier Name Dell Marketing LP more info.. Distribution The system distributed the purchase order using the method(s) wiew
Purchaza 7 ote 7/24/2011 indicared below the last time it was distributed
Tt 6,469.22 XML (Electronic Integration)
I - X
A7 isition Number 610521 view | print Distribution Date/Time 7/24/2011 10:00 AM
Raguestor Nams Charlas Boulineau Supplier Sent To Supplier
Reguestar Email boulinesuc@ecu.edu
Requestor Phone +1 (919) 328-1924
Line Item Status *
Product Description Catalog No size / Packaging Unit Price Quantity Ext. Price Receiving Invoicing Matching
i \/ Latitude E65Z0;Latitude ESSZ0 ‘e' more info.. 225-0376 EA 1,371.50 3 EA 4,114.50 USD Fully none No
Received Matches
2y OptiPlex 990 MT;OptiPlex 590 Minitower for Standard Power Supply €F 225-0420 EA 1,177.36 2 EA 2,354.72USD  Fully none o
more infou Received Matches
Subtotal 6,469.22
Shipping 0.00
Handling 0.00
Total 6,460.22 USD

3. Click on Receipts tab.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East Carolina

UNIVERSITY

Receipts - PO P1105090 se=rch for RN D 5

history

ers | receipt history | invaice history

my requisitions | my purchase o

a
ol

PO/Refarence No. P1105090 Revision 0
Stepte D S Availzble Actions | Add Comment

\ Status || Purchase Order| Revisions || PO Approvals || Receipts || 1nvoices || Gomments || attachments || History |
\ 2
Receipts ?
Raceipt No. Receipt Date Receivad by
a0701 & 7/24/2011 Quantity Brown, Bridgat
10700 B 7/24/2011 Quantity Erovn, Eridget
Receipt Line Details ?
No Product Name tatalog No. Unit Price Qty/UOM Extended Price  Qty / Cost Qty / Cost  Status
(in) (Out)
1 BH L atitude £6520; Latitude E6520 225-0276 1,271.50 USD E 4,114.50 USD N et
Received
2 B optipiex 320 MT; OptiPlex 530 Minitower for 225-0420 1,177.36 USD 2 EA 2,354.72 USD 2 et .
Raceive

Standard Power Supply

4. Click on the Receipt #. For the 1% example, we will make a modification to a receipt quantity.
Important Note: This can only be accomplished the same day the receipt was created.

East Carolina

UNIVERSITY

Reopen Receipt (=
Summary || Comments (0] || History

/ a

kd

- Header Information

Receipt Na =24 brownb 01 Receipt Create Date 7/24/2011 10:20:08 AM Complete Date 7/24/2011 10:20:25 AM
- -
|t Receipt No Receipt Date Windows Internet Explorer E supplier Name Received by
40700 7/24/2011 12:00:00 AM 9 Dell Marketing LP Eridget Browm
RECEIPT ADDRESS \.f) Ate you sure you wank ko reopen this receipt? DELIVERY
FedEx

Lacation

Contact Name Chuck Boulineau -

Phone +1 [913) 328-1324 ok

Email boulineauc@eg

East Cz = TS -
(1,000 Chars. Max)

Tes
600 Moye Blud
Brody

B Rm 3N-44
Greenville, NC 27834
United States

Receipt Lines

Line Details
z

Show Receipt Details

Actions Add to

PO No. PO Line Praduct Name Catalog  Qty/UOM ordered Previous Quantity Addto Line
No. No. Receipts Inventory  Status Cthemical
Inventory
1105090 1 Latitude E6520;Latitude E6520 OF 225-0375 3 EA _ 40701 [a] 3 Received Add
Net Received
3@1,371.50
(4,114.50)

5. Click the Reopen Receipt button.
6. A confirmation pop-up window will be displayed. Click OK to confirm that you want to reopen the

receipt.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

7. " ¢ Receipt R

You must provide a reason for reopening a receipt. If you selact a
user thay vill receive an email indicsting that the receipt has bean
reopenad.

Email notification(s):
[~ Charles Boulineau (Prepared by) <boulinesuc@ecu.edus>

[~ Bridget Brown (Recsived by] <brovn@ecu.edu=
8 =dd amail recipient..

eed to change the guantity received from 2 to 2 for the tst
line item.

529 characters remaining expand | clear

Add Comment Cancel

7. The Reopen Receipt Reason pop-up is displayed. From here you can select PORT Users to notify
regarding the modification to the receipt. Enter the reason for the change to the receipt.
8. Click the Add Comments button.

East Carolina g

UNIVERSITY

Delete Save Updates Complete
/ ?

Summary || Comments (0] || History

- Header Information ?
Receipt Name Receipt Create Date 7/24/2011 10:20:08 AM
10 _— Receipt No Receipt Date Packing Slip No. Supplier Name Received by
: To Be Assigned E| l:| Dell Marketing LP EBridget Brown
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY
Location I~ Carrier [Fedex

Contact Name Chuck Boulineau Tracking Mo. l:l
Phone +1 (913) 328-1524

Email boulineauc@ecu.edu Attachments Attach/Link
East Carolina University

Graanville, NC 27834
United Statas

Receipt Lines ?
Line Details

7
For Selected Lines: | Remove Selected Items Go

Quantity Add to Line Status Actions Select

Inventory
Removeine] |
21 LEQD 2 Opkiflex 990 MT;omimz; 990 Minitower for  225-0420 2 EA p— o] P I

Standard Power Supply

9 N~ Pediatrics Notes
B ~ 600 Moye Blvd (1,000 Chars. Max)
Brody
Rm 2N-44

Show Receipt Details

PONo. PO Line Product Name Catalog Qty /U0
No.

Previous
Mo ordered z

ipts

F1105090 1 Latitude E6520;Latitude E6520 O 225-0376 3 EA 20701 &

Delete ||  saveUpdates || complete |

9. Update the quantity received for the desired line item.
10. Click on the Complete button. This completes the modification of an existing receipt on the same day.
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11.

12.

RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East Carolina

UNIVERSITY

Receipt No.40700

receiving /
invoices

draft receipts

Create Qty Receipt

receipt histo

Receipt No . 40700 &) has been created for the following PO Na(s):

® PO/Reference 1105090 @

11. Click the PO #.

e Stotus - PO P1105090
history
PR History | my requisitions | my purchase orders | raeceipt history | invoice history
PO/Reference No. P1105090 Revision 0 &
Sapplier Dell Marketing LP Availzble Actions [ Add Comment [v] o
status | purchase Order| Revisions | PO Approvals || Receipts | Invoices || comments || attachments || History |
2
nformation B Document Status 7
PO/Reference No. Workflow v Completed
Revision No. (7/24/2011 10:00 AM}
Supplier Name Dell Marketing LP  more info... Distribution The system distributed the purchase order using the method(s) view
Purchaze P ate 7/24/2011 indicated below the last time it was distributed
6,469.22 XML (Electronic Integration)
e - .
|2 isition Number 610521 view | prine Distribution Date/Time 7/24/2011 10:00 AM
/ Requestor Nama Charles Boulineau Supplier Sent To Supplier
Requestor Email boulineauc@ecu.edu
Requestor Phone +1 (919) 328-1924
Line Item Status ?
Product Description tatalog No  Size / Packaging Unit Price Quantity Ext. Price Receiving Invoicing Matching
1 Latitude E6520;Latitud= E8520 € mor=info... 225-0376 =2 1,371.50 3EA  4,114.50 USD Partizlly  none No
Received Matches
2 OptiPlex 530 MT;OptiPlex 590 Minitower for Standard Pawer Supply € 225-0420 e 1,177.36 2EA  2,354.72 USD  Fully none No
more info... Received Matches
Subtotal 6,469.22
Shipping 0.00
Handling 0.00
Total 6,469.22 USD

12. Click on the Receipts tab. For the 2" example, we will delete an existing receipt. Important Note:
This can only be accomplished the same day the receipt was created.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East Carolina

Tl Receipts - PO P1105090

history

PR Histary

| my requisitions my purchase orders | receipt history | invoice history

PO/Reference No. P1105090 Revision 0

Supplier Dell Marketing LD Available Actions | Add Commant Go

Status H Purchase Order ” Revisions || PO Approvals || Receipts || Inuoices H Cormnmeants || Attachrments ” History |
>
Receipts 124
Receipt No. Receipt Date Received by
14. >4u701 & 7/24/2011 Quantity Brown, Bridget
20700 B 7/24/2011 Quantity Erowm, Bridget
Receipt Line Details 2
No Product Name Catalog No. Unit Price Qty/UOM Extended Price  Qty / Cost Qty / Cost status
(In; (Out)
t BH Latitude se520:Latitude Es320 225-0378 1,371.50 USD 3 EA 411450 USD—’ 1 Open
2 Nt
13 Received
. 2 Y optiplex 990 MT;00tPlex 350 Minitower for 225-0420 1,177.36 USD 2 EA 2,354.72 USD 2 Net
Standard Power Supply Received

13. Note that the previous modification to receipt 40700, changing quantity from 3 to 2, now shows an open
quantity of 1.
14. Click on the receipt that you want to delete.

East Carolina

el Receipt No.4070

inwoices

4> Reopen Receipt | =

Y | Comments (0 || History
15. ’
- Header Information ?
Receipt Name 2011-07-24 browmb 02 Receipt Create Date  7/24/2011 10:20:32 AM Complets Dats 7/24/2011 10:20:43 AM
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
40701 7/24/2011 12:00:00 AM Dell Marketing LP Eridget Brown
RECEIPT ADDRESS A ERY
Windows Internet Explorer E
Location
Contact Name Chuck Boulineau 9
Phone +1 (919) 328-1324 \./ Are you sure you wank to reopen this receipt?
Email boulineauc@ecu.edu
Esst Carolina University
Pediatrics
00 Hey= Bhvd o ]
Brody
Rm 3N-44
Greg =4
Med States
1 —-/ Receipt Lines ?
6. e
?
Show Receipt Details
PO No. PO Line Product Name Catalog  Qty/UOM ordered i [} ity  Add to Line Actions  Add to
No. No. Receipts Inventory  Status chemical
Inventory
P1105090 1 Latitude ES520;Latitude E5520 BF 225-0376 3 EA 20700 [B] o Received add
Net Received
2@1,371.50
(2,743.00)
P1105090 2 OptiPlex 990 MT;OptiPlex 990 Minitower for 225-0420 2 EA P Receivad add
Standard Power Supply let Received
2@1,177.36
(2,354.72)

15. Click on the Reopen Receipt button.
16. A confirmation pop-up window will be displayed. Click OK to confirm that you want to reopen the
receipt.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

17 Reopen Receipt Reason

*You must provide 3 resson for reopening = receipt. If you selact a

user they will receive an email indicating that the receipt has been
reopened.

Email notification(s):
[~ Charles Boulineau (Preparad by) <boulineauc@ecu.edu>
[~ Bridget Brown (Received by) <brown@ecu.edu>
add email recipient...

Receipt 40701 vas completed before the items were received.

941 characters remaining expand | clear

Add Comment Cancel |

18.

17. The Reopen Receipt Reason pop-up is displayed. From here you can select PORT Users to notify
regarding the deletion of the receipt. Enter the reason for deleting the receipt.
18. Click the Add Comment button.

East Carolina

T e Qty Receipt

Delete Save Updates Complete
Summary || Commments (00 || History /

- Header Information

Receipt Name Receipt Create Date 7/24/2011 10:20:32 AM
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Ba e d E| ridget Brown
putet mm/ddyyyy
19 / RECEIPT ADDRESS \‘.:) Are you sure you wank to delete this receipt? This cannot be undone,
Lacstion -

Contact Name Chuck Boulineau
Phone +1 (913) 328-1924
Emazil boulineauc@ecu.edu
East Carolina University

Pediatrics Notes
600 Moye Blvd {1,000 Chars. Max)
Brody

=3

Greenville, NC 27834
United States

20 |1 Receipt Lines
. Line Details

?
Show Receipt Details For Selected Lines:  Remove Selected Items Go

PO No. PO Line product Name Catalog Qty /UOM Previous Quantity Add to Line Status Actions select
No. No. ordered Receipts Inventory
p‘-lﬁgo 1 Latitude ES520;Latitude E6520 HF 225-0376 3 EA a0700 B 0 Receivad . Remove Line r
P1105090 2 OptiPlex 590 MT;OptiPlex §90 Minitower for 225-0420 2 EA 20700 2 2 Received - T | r
= Standard Power Supply

19. Click on the Delete button. Important Note: Once it has been deleted, the receipt cannot be recovered.
20. A confirmation pop-up window will be displayed. Click OK to confirm that you want to delete the receipt.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East Carolina

UNIVERSITY

Draft Receipts

invoice history

draft receipts

Create Qty Receipt

receipt history

21 // Draft Receipts

@ no search

21. This has deleted the reopened receipt.

22. To confirm, we will enter the PO # with the Search for combo box set to PO No. and click the Go

button.
East Carolin
NIV ERSITY Status - POP1105090  search for [l 7| I G0
history
istory | my requisitions purchase orders | receipt his invoice history
PO/Refarance No. P1105090 Revision 0 =
Supplier Dell Marketing LP Available Actions [ Add Comment [v] [ Ge
status | purchase Ordar | Ravisions || P Appravalel B acaipts || Inuicas || cammants | attachmants | Histary |
?
ral Information ? Document Status ?
PoO/Rafarance No. 05090 Workflow v Completed
Revision No. o (7/24/2011 10:00 AM)
Supplier Iy Dell Marketing LP more info... Distribution The system distributed the purchase order using the method(s) wview
2 Order Date 7i24/2011 indicated below the last time it was distributed
/, T otal 453,22 XML (Electronic Integration)
R — )
23 Raquisition Number 610521 view | print Distribution Date/Time 7/24/2011 10:00 AM
Requestor Name Charles Boulinezu Supplier Sent To Supplier
Requestor Email boulineauc@ecu.edu
Requestor Phone +1 (919) 328-1524
Line Item Status 2
Product Description catalog No size / Packaging Unit Price Quantity Ext. Price Receiving Invoicing Matching
1 Latitude E6520;Latitude ES520 4F  more info.. 225-0376 EA 1,271.50 ZEA 4,114.50 USD Partially  none No
Racaive Matches
2/ OptiPlex 990 MT;OptiPlex 590 Minitower for Standard Power Supply € 225-0420 EA 1,177.36 2EA  2,35472USD  nons nons No
more infa.. Matches
Subtotal 6,469.22
Shipping 0.00
Handling 0.00
Total 6,469.22 USD

23. Click on the Receipts tab.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East CarOlina Receipts - PO P1105090 ) .' -

UNIVERSITY

.............. avorites | cartsfrequisiions | approvals history

PR History | my requisitions | my purchase orders | receipt history | invoics history

PO/Reference No. P1105090 Revision 0 @

supnlt= =l Availzble Actions | Add Comment v|| ce

24,

\ Status || Purchase Order | Revisions | PO Approvals | Receipts || Invoices || comments || Attachments || Histary |

N\

Receipts s
ceipt No. Receipt Date Received by

5700 @ 7/24/2011 Quantity Brovm, Bridget

Receipt Line Details

25.

o product Name catalog No. Unit Drice Qty /UOM Extended Price  Qty / Cost  Qty / Cost Status
(In) (Dut)
v L ¥ Latitude £s520;Latituce Ees20 225-0378 137150 USD 2 EA #114.30 USD L Open
2 Net
Recaivad
2 o3 OptiPlex 530 MT;OptiPlex 530 Minitower for 223-0420 1.177.36 USD 2 EA 2,354.72 USD 2 Open

Standard Power Supply

24. Notice that there is only 1 receipt remaining and that 40701 have been deleted.
25. Click on the receipt to add a comment.

East Carolina

UNIVERSITY

Receipt No,40700

invaice history | draft receipts Baal g

Reopen Receipt &

Summary | Comments (0) || History

26.

/ - Header Information ?

Receipt Name 2011-07-24 brownb 01 Receipt Create Date  7/24/2011 10:20:08 AM Complete Date 7/24/2011 12:59:25 BM
Receipt No Receipt Date Packing slip No. Supplier Name Received by
40700 7/24/2011 12:00:00 AM Dell Marketing LP Eridget Erown
RECEIPT ADDRESS DELIVERY
Location Carrier FedEx
Contact Name Chuck Boulineau Tracking No.
Phone +1 (919) 328-1924 Attachments
Email boulineauc@ecu.edu ot
otes

East Carolina University
Pediatrics

600 Moye Blvd

Brody

Rm 3N-44

Greenville, NC 27834
United States

(1,000 Chars. Max)

Receipt Lines

Line Details

Show Receipt Details

PO No. PO Line Product Name Catalog  Qty /UOM ordered Previous  Quantity Add to Line  Actions Addto
No. No-. Receipts Inventory  Status Chemical
Inventory
P1105090 1 Latitude E6520;Latitude E6520 B 225-0376 3EA 2 Received
Net Recsivad
2@1,371.50
(2.743.00)

P1105090 2 OptiPlex 930 MT;OptiPlex 920 Minitower for 225-0420 2z EA (8] Received
Standard Power Supply

26. Click the Comments tab.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

East Carolina

UNIVERSITY

Receipt Comments

f

invoices

Surmnmary || Comments (0) || Histary

[=0E
Add Comment
5 S
J

/ Record Count 0

E) N5 commants have been added

27. Click on the Add Comment button.

28.

Add Comment

This will add a comment to the document. 1f you selact a user they

vill receive an email indicating that a comment has been added ta
the document.

Email notification(s):

™ cCharles Boulineau [Prepared by) <boulineauc@ecu.edu>
[T Bridget Brown (Received by) <brown@ecu.edu>
add email recipient...

Receipt 40701 was deleted due being completed in error.

2nd line item has not been raceived.

29.

307 characters remaining expand | clear

Add Comment Cancel

28. The Add Comment pop-up is displayed. From here you can select PORT Users to notify regarding the
comment on the receipt. Enter the comment for the receipt.
29. Click the Add Comment button.
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RE-OPENING, DELETING, AND ADDING COMMENTS TO RECEIPTS
Last Updated on: 7/22/2011

Eas t Caroﬁna & wn  user settings T select r.-.-.;r'.r, Cart or Add Ttem to Cart

el Receipt Comments

Search for [ZeNiGH

receiving /
invoices

31 / Surnrnary | Comments (1) | History

& -
Add Comment

30 \ Shom comments for

Record Count 1 ?
Bridget Brown [r=ply To] [New Comment]

N |:pplies To: Racaipt - 40700
omment Added - 7/24/2011 1:19 PM

Receipt 40701 was deleted due being completed in error. 2nd line item has not been received.

30. Note the comment on the receipt.
31. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.

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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