Receiving in Aggie Mart

Departments will use Aggie Mart to receive items against Purchase Orders created in
Aggie Mart. Accounts Payable will pay invoices received in Aggie Mart when invoices

are received.

Logon to Aggie Mart:

From NC A&T State University’s Home Page: http://www.ncat.edu/
e Click on “Faculty & Staff”
e Click on Aggie Mart

Enter your username ID and password at the username sign in screen.

ﬁ

Il -’:__ ' '? o *
\ il ’%

NC A&T

SIGN IN

Please enter your user name and password below to access the application,
These fields are case-sensitive.
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Enter the Purchase Order Number you are
receiving and click the hour glass.

File Edit View Favorites Tools Help

Wil §23

JorendaPena ™ %

The Quick Search box should appear with the purchase order number and requisition and any
other documents associated with this PO. Click on the Purchase Order number.

Document

PO070371 - Purchase Orders
1721646 - Requisitions

Click on receipts tab.

251 5CIGUESLCOM 30T

s - PO FOOT03TL .| & goeglecom A\ | 5 how 1o graw an arrow in word

File Edit View Favorites Tools Help

&) Documenes .~ Document Search © Search Documerits &

1 Back to Search Results 4 1of2Results * D4 | POO7037L (Purchase Crders)
PO/Reference Mo, POOT0371 Revision 0 Available Actions |Add Comment Nl = |
Supplier Joyce Parham Design

Status Purchase Order Revisi PO App I hi Receipts  Invoices Comments Attachments  History
= 7
General Information ? Document Status ?
PO/Reference Nao. POO70371 AJP status Open
Revision Mo. 0 Waorkflow v Completed
supplier Name Joyce Parham Design § BN more info 123
Distributi e

Purchase Order Date 12/5/2016 nibatien below the lost time |

Total 4,200.00 Fax +1 (336) 334-7013

Requestor Name Anthony Grice Email (HTML Attachment): stephenp@ymail.com

Requestorfhone +1 (336) 334-7563 ext.2244 Marual

Requestor Email agrice@ncatedu Distribution Date/Time 12/5/2016 3:36 FM

Requisition Number 1721646 vie Supplier Sent To Supplier o

Line [tem Status ?

Product Description Catalog No Size / Packaging Unit Price Quantity  Ext. Price Supplier Receiving Invoicing Matching
1 ¥ Design Banner for Chancellors Tent J  mare info 12667 A 100000 1EA 1,000.00 USD Sent To  none none No
Supplier Matches
2 v Design Banner for Corenation [ more info. 12556 EA 95000 1EA 950,00 USD Semt To none nene MNe
Supplier Matches
3 v Design of Financial Statements B me 122343 A 150000 1EA 1,500.00 USD Sent To  none none No
Supplier Matches
4 ¥ Copying Services for Financial Statements 5 55667 EA 050 L500EA 75000 USD SemtTo  none nene MNe b

#135% -
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Click on the Available Actions drop down box arrow.

PO/Reference No.  P0O070371 Revision 0 Available Actions | Add Comment v | [

Supplier Joyce Parham Design

Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History

There are no receipts for this PO.

NOTE: You will either select to create a “Quantity Receipt (for goods)” or a “Cost Receipt (for open
orders and services)”. The first example will be to create a “Quantity Receipt”.

Click on Create Quantity Receipt and click Go.

MBige Docur

(2 hitpsy//usertest sciquest.com/apps/Router POReceiptspold =1

(2 Recripts - PO POOTO3TL < | G googiecom G how 10 draw an amow in word s, irector for Business Operations| | il e s

File Edit View Favorites Tools Help

Jorenda Pena ¥

& Documents -~ Document Search .~ Search Documents

Add Comment

Add Notes to History
[Cancel PO =
Finalize Revision
PO/Reference No.  PD0T0371 Revision 0 Available Actions [&
(Create Invoice

* Back to Search Results * 1of2Results » .Dllnm-.;_'.'t Number(s) |

£

Supplier Joyce Parham Design i
(Create Credit Memo

Status  Purchase Order Revisi PO Apf Is Shi 5 d Invoices C Attachments  History Print Fax Version
Soft Close PO b -
Close PO

There are no receipts for this PO.

NC A&T SU Aggie Mart Receiving Training




The Receiving Header screen below will appear, here you will have the option to:
e Enter a RECEIPT NAME
¢ Note: the Receiverwill chose the Receipt Name
e Enter a PACKING SLIP NUMBER
e Attach your Packing Slip document by clicking on the Attachment/Link icon to
upload the document.
= Note: you can save your Packing Slip document to your hard drive by

scanning the physical document, if you do not have a Packing Slip, you will
leave the Parking Slip box blank. (The screen on the next page is an
example of the box that will pop up to upload your document). Notes can
also be added to the receipt by entering notes in the notes box.

(2 Attachments - Internet Explorer -— E‘E&J
‘ :;‘ https://usertest.sciquest.com/apps/Router/Attachment?Entityld=190441&Entity Type=>5&Attacl E‘

Attachments are NOT checked fOI’ VIruses. sciQuest stores attachments in a manner
that protects its systems. Please ensure attachments are free from viruses before attaching them.

Attachment Information

Attach Documents File Name

| File Browse...

URL or Link to
Documents

" File/URL Name

" Link/URL

Link Document/URL

e Enter the RECEIPT ADDRESS
= Note: The “Receipt Address” will default to the delivery address used on the
PO. If the items were delivered to another location you can change the
address by clicking on the drop down arrow and selecting the appropriate
address.
e Enter the DELIVERY information
= Note: You will also enter the DELIVERY information if known, by clicking on
the drop down arrow and selecting the appropriate Carrier and entering the
associated information. If you do not have the Carrier information, select
“Other”.

NOTE: The receipt date should be the exact date the product/services were delivered to the
department.te the system will automatically generate a receipt number.
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Receipt date Receipt

& Time Address
Packing Slip \

Number

@ Wgsy/

. | 2 New Quy Receipt < | G googlecom
RECEIpt File Edit View Favority Tools Help

Name

# Documents ~ Document Searcily, © Search Documents &

Summary Comments (0] History

At
; H
- 4 Exact Match: PO No. POO70371
Header Information % ?
" Receipt Name 2016-12-13 jorenda 02 ™ R"'Q?"]pl 12/13/2016 5:22:56 PM Source: Manual
A"[_!m Date
Receipt No Receipt Date Packing £ip No. Supplier Name Received by
To Be Assigned 12/13/2016 | V. Joyce Parham Design Jorenda Pena
mmy/ddyvyyy 4
RECEIPT ADDRESS. DELIVERY
Location | w|h Carrier 5chcr B \_ﬂ
Attn: Anthony Grice/ Rm 227
Dowdy Building Tracking Mo.
1601 East Market Street Flexible Text Field
Greensboro, NC 27411-0002 enible Text Fie
United States Flexible Text Field 2
Flexible Drop Down [ |
Attachments ﬂmd!{!.!g_kj
Notes B
(1,000 Chars. Max)
Receipt Lines 2
> Line Details hd

3 Ml fife SEIWATE \ _____\

Example of the box that will pop up to upload your document.

- Delivery
Attach Packing Information
Slip Document

Notes
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At the Receipt Line screen below, the total amount to be received will automatically default in the
Quantity boxes. You will change the amount by entering the acfua/ Quantity received for each line
you are receiving. Important Note: Check the box(s) for those line items that you are nofreceiving
and click Go or enter a zero in the Quantity box(s) for each line you are notreceiving.

(£ New Qty Receipt x ! 5 Google |

File Edit View Favontes Tools Help

(2 hitps//usertast sciquest.com/apps i

#& Documents = Document Search © Search Do

Greenshara, NC 27411-0002
United States Flexible Text Figld 2

Flexible Drop Down |
Attachments Attach/Link |
Notes

(L000 Chars. Max)

Receipt Lines 7
Line Detalls

o

teceipt Details For Selected Lines: |Remove Selected Items | m

: . Add to -
PO No. PO Line No. Product Name Catalag No.  Qty, ardered " Quantity Line Status Actions
Inventory
n & 1 Design Banner for Chancellors Tent 12667  1EA 1 [Received | | Remove Line ']

Receive & Return

0371 = 2 Design Banner for Coronation 12556 1EA 1 Received VE Remove Line
Receive & RclnmJ' f
0371 & 3 Design of Financial Statements 122343 1EA 1 Received | | Remove Linadl'

Receive & Return

i & 4 Copying Services for Financial Statements 55667  LSODEA — is00 Received | | Smove Line
\ 1 Recaive & Return

'.m.. tc | Add PO | save Updates | complcte Y

®1B% -

The total amount to be
received will
automatically default
in the Quantity boxes

Check the box(s) for
those line items that you
are not receiving and
click Go
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In the first example lines 1 and 2 are being received for the total quantity of each
line item, but lines 3 and 4 are not being received, so the box is checked to remove
lines 3 and 4. Important Note: if you do not remove these lines you will
inadvertently receive these items.

avorites  Took Help

s Document Search

Greensboro, NC 27411-0002 e

United States Fle
Flexible Orop Down W
Attachments Attach/Link |
Notes
[LDOD Chars, M,
Receipt Lines
T
For Sebected Lines: | Remave Selected ems | [
" i Add to "
PO Line No. Product Name Catalog No.  QUy/UOM ordered  Previous Receipts  Quantind " Line Status Actions
& ary
070371 B 1 Design Banner for Chancellors Tent 12667  1EA 1 Received | | Remove Uine
Recetve & Return
-] 2 Design Banner for Coronation 1255  1EA 1 Recoived | | Remove Line
Receive & Retumn
70371 B 3 Design of Financial Statements 122343 1EA 1 Received | | Remove Line =
Receiva & Return
1 @ 4 Copying Services for Financial Statements 55667 LS00 EA 1,500 Received | | Remove Line o

Receive & Return

 Delcte | Add PO | Save Updates | Compicte IRV

Lines 3 and 4 have been removed. Click the Complete bar to receive lines 1 and 2.
Note: Make sure the line status box says “Received” for each line to be received.

Receipt Lines 7
Line Details

?

Show Receipt Details . For Selected Lines: |Remove Selected Items V E

PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered  Previous Receipts Quantity l:v::tt:ry Line Status Actions

P0070371 @ 1 Design Banner for Chancellors Tent 12667 1EA 1 ?e{ei\red v| [ Remove Line ‘ 0

PO070371 @] 2 Design Banner for Coronation 12556 1EA 1 Remove Line ‘ 0
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Line items 1 and 2 have been received and Aggie Mart has generated a Recelpt No.
which is now associated with the PO No.

& Recopt No 15055 g M@ ——

nle Edit View Fauones Tr.!ors i

g Jorenda Pena ¥ ¢ w100 &35 wosonysh [N (Al+0) Q

B Documents Document Search Search Documents 'V __iliies
Receipt No . 190551 &Sl has been created for the following PO No(sk:

+ PO/Reference No. POO70371 =

Click on the PO No. to see the settlement status for your Purchase Order.

Click on the Receipts tab. In the screen shot below, lines 1 and 2 have been received in
full and lines 3 and 4 are still open waiting to be received.

Lines 1 &
enaw g il g5 w ) s 2 have
been
fully

& Documents © Document Seasch © Search Documents &

ebae W i Avsiabie Actions [Add Comment V|23
Supplier Joyce Parham Design received
Status Purchase Order Revisions PO Approvals Shipments Recelpts Invoices Comments Attachments History .
., Lines3&
4 have
Receipts 7
Raceipt No. Receipt Date Receipt Type Received by n Ot bee n
190551 12/14/2016 Quantity Pena, Jorenda .
. received
Receipt Line Details -] yet.
C C
HNo Product Name Catalog No. Unit Price Qry/UOM Extended Price Q‘,t:r“}m Q‘r;m;’“ Status
1 ¥ Design Banner for Chancellars Tent 12667 1,000.00 USD 1 EA 1,000.00 USD 1 ol B Net Received
F] ! Design Banner for Coronation 12556 950,00 USD 1EA 950,00 USD I o et Received
3 = Design of Financial Statements 122343 L500.00 USD 1 EA 1,500.00 USD ey 1
4 = Copying Services for Financial Statements 55667 0.50 USD 1,500 EA 750,00 USD open M
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To receive the line items not previously received, search for the Purchase Order

Enter the Purchase Order Number you are receiving and then click the hour glass
to search for the purchase order.

File Edit View Favorites Tools Help

g

JorendaPena ¥ dr [WIOL 4% wisgousp [EEIENEISEeN

The Quick Search box should appear with the purchase order number and requisition
and any other documents associated with this PO. Click on the Purchase Order
number.

Document

P0070371 - Purchase Orders
190551 - Receipts
1721646 - Requisitions

The purchase order reflects all the actions that have taken place. Lines 1 and 2 have
been fully received. Lines 3 and 4 have not been received. Note 1: The “Invoicing column”
reflects actions taken by Accounts Payable. “None” means that no invoices have been
entered electronically or entered physically by Accounts Payable. Note 2: The “Matching
column” reflects actions taken by Accounts Payable. “No Matches” means there are no
invoices entered that matches the line received. (See the screen shot below)
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— e — e e

_2&NavDateKey=148174 O ~ @ G B 18 e}
| @ status - PO POOTO3TL = [l . . = R s & ’ . i

\Q hittps://usertesi.sciquest.com/apps/Router/PO5Status?pold=1865207&MNavlLevell=Nav_Document_Search&Navlevel2=Nav_Documeni_Simple_Search&ResulisSelectedld=1865207

File Edit View Favorites Tools Help

Jorenda Pena v ¢ Wil A% wispousD [ERCIRe) Q

) Documents Document Search  Search Documents =

.J Documents < Back to Search Results +| 1of3Results |»| Document Number(s) | P0070371 (Purchase Orders) Vv
z' PO/Reference No, P0070371 Revision 0 Available Actions | Add Comment b m
A
Supplier Joyce Parham Design
Status | Purchase Order Revisions | PO Approvals | Shipments Receipts | Invoices | Comments = Attachments  History
(=1
PE] General Information ? Document Status 2
PO/Reference No. P0070371 A/P status Open
|1|.7 [ q Revision No. [¢] Workflow v" Completed
. 12/5/2016 336 PM)
Supplier Name Joyce Parham Design ¥ ﬂ more info... BRI E06PM)
- Distribution m distributed the purchase order using the method(s) indicated below the last time it view
ﬁ‘ A ninister Purchase Order Date 12/3/2016 was buted:
Total 4,200.00 Fax: +1 (336) 334-7013
o . Requestor Name Anthony Grice Email (HTML Attachment); stephenp@ymail.com
e RequestarPhone +1(336) 334-7563 ext.2244 Manual
Requestor Email agrice@ncat.edu Distribution Date/Time 12/5/2016 3:36 PM
Requisition Number 1721646 view | print Supplier Sent To Supplier
Line Item Status ?
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price Supplier ¥ sceiving Invoicing, Matching
1 \/Des'\gﬁ Banner for Chancellors Tent @  more info... 12667 EA 100000 1EA 1,000.00 USD Sent To Fully none o No
Supplier Received Matches
2 v Design Banner for Coronation @  more info.. 12556 EA 930.00 1EA 950.00 USD SentTo Fully none No
Supplier Received Matches
3 /Des\gﬂ of Financial Statements I  more info... 122343 EA 150000 1EA 1,500.00 USD SentTo none none No
Supplier Matches
4 \/Cﬂpylng Services for Financial Statements §  more info... 55667 EA 0.50 1,500 EA 750,00 USD Sent To none none No
Supplier 1 Matches
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals. Total F 4,200.00 USD

£ 5ee configuration for this PO

2:45 PM

12/14/2016

The example below demonstrates the fhree 3-way matching requirement needed so that
an invoice can be paid. The PO has been fully received, fully invoiced, and fully matched
because the jnvoice matches the PO and the amount received. (PO, Invoice, Receiver —
All Match)

Line Item Status

Product Description Catalog No Size / Packaging  Unit Price Quantity  Ext. Price Supplier Receiving Invoicing Matching

1 v Business cards for Jimmy Dean @ moreinfo.. 569783 BX 75.00 1BX 75.00 USD Sent To Fully Fully Fully
Supplier Received Invoiced Matched

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and Total 75.00 USD
workflow approvals.
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The example below shows a PO which is partially matched because only part of the order
was received and the vendor is invoicing only for the items we received.

Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price Supplier Receiving Invoicing Matching

1 v Loading for Faculty/Staff Institute @  more info.. 75426 EA 150000 3EA 4,500.00 USD SentTo  Partially  Partially  Partially
Supplier Received Invoiced Matched

Returns:

Enter the Purchase Order Number you are
returning an item for and click the hour glass.

File Edit View Favorites Tools Help

? JorendaPenay & W% 4% wisooushn R Q

The Quick Search box should appear with the purchase order number and requisition and any
other documents associated with this PO. Click on the Purchase Order number.

- = = = = -

Jorenda Pena ™ [ * p0070371 Q I

Document

P0070371 - Purchasge@rders
190551 - Receipts
1721646 - Requisitions

The screen below will open up. Click on the down arrow under the line status to select return in fig.1. In
fig. 2 select return

NC A&T SU Aggie Mart Receiving Training Page 11




@ https://usertest.sciquest.com/apps/Router/ReceiptSummary?receiptiD=190551

(2 New Qty Receipt b ‘ @ My Approvals - Requisition

File Edit View Favorites Tools Help

e —

) Documents Document Search  Search Documents =

W pocuments [=| Header Information

Receipt Name |2016-12-14 jorenda 01 Receipt 12/14/2016 9:31:11 AM Source: Manual
& ) N Create Date
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
190551 12/14/2016 Ji Joyce Parham Design Jorenda Pena
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY

Attn: Anthony Grice/ Rm 227
Dowdy Building Tracking Mo.
1601 East Market Street Flexible Text Field

Receipt Lines

Line Details

Show Receipt Details
PO No.

POO70371 12]

P070371 B

Greensboro, NC 27411-0002

United States Flexible Text Field 2

Flexible Drop Down

Attachments Attach/Link
Notes
(1,000 Chars. Max)
PO Line No. Product Name Catalog No.
1 Design Banner for Chancellors Tent 12667
2 Design Banner for Coronation 12556

Qty/UOM ordered Previous Receipts
1EA n
1EA 1

?

For Selected Lines: | Remove Selected items E

. Add to - -
Quantity I, Line Status Actions O
e 0

| Receive & Return |

| Remove Line | O

Received Vv

| Receive & Return |

[Doici Tl s 70 J] S it | Compict: IRV

®100% -

S

3/29/2017

In fig. 2 Select return and Click complete. This process lets the Accounts Payable Department know you are
returning an item. They will in return anticipate a credit invoice from the vendor.

Receipt Lines

Line Details
Show Receipt Details
PO Line
PO Mo. No.
POO70AT 1
[
POO70371 Z
=

NC A&T SU

Catalog Qty/UOM Previous =
Prodact Hese No. ordered Receipts Cbaninity
Design Banner for 12667 1EA 1
Chancellors Tent
Design Banner for 12556 1EA 1

Coronation

Aggie Mart Receiving Training

?

For Selected Lines:

| Remove Selected Items Vl m

Add to

Inventory Line Status Actions O

Received

| Remove LII;'

1Y
Cancelled

| Recelve & Return

[Received ] [ Remave tne |

[Delcte | Add PO | Save Upates | Compiete |




Fig. 3 Select Cancel and Click complete.

W
=1
)

POO70 Design Banner for Coronation 12556 1EA

: B [neowioe] ™\ C

Receive & Retum

o]

@ https://usertest.sciquest.com/apps/Router/ReceiptSummary?receiptiD=190551

e TS TN T T T

File Edit View Favorites Tools Help

(e, Jorenda Pel
i) Documents Document Search  Search Documents =
Documents |=| Header Information ’
Receipt Name |2016-12-14 jorenda 01 Receipt 12/14/2016 9:31:11 AM Source: Manual
o Create Date
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
190551 12/14/2016 E Joyce Parham Design Jorenda Pena
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY
Location Cartier
Attn: Anthony Grice/ Rm 227
Dawdly Building Tracking Mo.
1601 East Market Street . 5
Administes F Fi
\dminister Greenshoro, NC 27411-0002 lexible Text Field
United States Flexible Text Field 2
Flexible Drop Down
Attachments Attach/Link
Notes
(1,000 Chars. Max)
Receipt Lines ?
Line Details
?
Show Receipt Details For Selected Lines: | Remove Selected Iltems v m
= . . . Add to . .
PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered Previous Receipts Quantity Inventory Line Status Actions O
PO070371 =) 1 Dasign Banner for Chancallors Tent 12667 1EA 1 _ [Returned v O
.
P0070371 @ 2 Design Banner for Coronation 12556 1EA 1 » - 2 L‘f_ancened v O
-
[ocice | v

# 100%
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To receive an Open Order Purchase Order you will follow the same receiving steps except
you will select Create Cost Receipt and click GO.

(2 Status - PO PO072466

= ‘ (2 My Approvals - Requisition

File Edit View Favorites Tools Help

!ﬂ Documents

i) Documents © Document Search

Search Documents +

PO/Reference No. P0072466 Revision 0

Supplier Jennifer Temps Inc

Status  Purchase Order | Revisions | PO Approvals | Shipments

General Information
PO/Reference No.
Revision No.

Supplier Name
Purchase Order Date
Total

Requestor Name
RequestorPhone

Receipts | Invoices | Comments = Attachments History

? Document Status

P0072466 A/P status
0 Workflow
Jennifer Temps Inc  more info..

3/20/2017 Distribution
24,650.00

Martinique Williams
+1(326) 334-7555 ext.2250

Distribution Date/Time

Add Comment
Add Notes to History
Cancel PO

Finalize Revision

Available Actions

Open
v' Completed
(3/20/2017 11:37 AM)

m distributed the purchase order using the methodls) indicated below the last time it view
as distributed:

Fax: +1(704) 510-2033
Manual

3/20/2017 11:37 AM

Requestor Email mewilli2@ncat.edu Supplier Sent To Supplier
Requisition Number 1802512 view | print
Line Item Status ?
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price Supplier Receiving Invoicing Matching
1 ¥ Provide temporary services for Marshall King - February 27 - March 24, 2017. Total 1700 hours [ more info..  Temporary Services 14.50 1,700 HR 24,650.00 USD SentTo none none No
Supplier Matches
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals. Total 24,650.00 USD

See configuration for this PO

NC A&T SU
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At the Receipt Line screen below, the total amount to be received will automatically default in the Cost
box. You will change the amount by entering the actual Cost expended for the line you are receiving.

| @ https://usertest.sciquest.com/apps/Router/ReceiptSummary

(22 New Cost Receipt X ‘ (22 Document Search

File Edit View Favorites Tools Help

e A |t g ﬁ

o-a O%éﬁ

e &

# Home

! shop

W) Documents © Document Search

Summary Comments (0) History
!ﬂ Documents

=] Header Information

Receipt Name |2017-02-29 jorenda 05

Receipt No Receipt Date
To Be Assigned 3/29/2017 =
mm/dd/yyyy
RECEIPT ADDRESS
Lacation

Attn: Martinique Williams
Duhuguley Building
602 North Benbow

Greensbaro, NC 27411
United States

Receipt Lines

Line Details

Show Receipt Details

Search Documents &

C. Waddell - Central Receiving

Exact Match: PO No. P0072466

2

Receipt 3/29/2017 3:57:35 PM Source: Manual

Create Date
Packing Slip No.

Supplier Name Received by

Jennifer Temps Inc Jorenda Pena
DELIVERY
Tracking No.

Flexible Text Field
Flexible Text Field 2

Flexible Drop Down

Attachments Attach/Link
Notes

(1,000 Chars. Max)

PO No. PON:"IE Product Name Catalog No.
PO072466 1 Provide tempaorary services for Marshall King - February 27 - March 24, 2017. Total 1700 Temporary
! hours Services

Qty/Cost
Ordered

24.650.00

JorendaPenavw Y W% A5 wooousD R Q

9)

For Selected Lines: | Remove Selected ltems E

Pre\n_eus Cost Line Status Actions (]
Receipts
24,650.00 POl v| | Remove Line | O

| Receive/cancei |

[ocici Tl s 70 ] s it | compict IRV

®100% ~

R i

3/29/2017

In this example we will receive half the amount. For example, if the person is going to be paid monthly,
we will receive the cost for one month of service and Click complete. (See below)

Receipt Lines

Line Details

Show Receipt Details

PO Line Qty/Cost
PO No. No. Product Name Catalog No. O
PO072456 A Provide temporary services for Marshall King - February 27 - March 24, 2017, Total 1700 Temporary 24,650.00
[i=] hours Services

NC A&T SU
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For Selectad Lines: | Remove Selected Items V| [[£

Ereviois Cost Line Status Actions (|
Receipts
12325 |Cost Received V| | Remove Line
Receive/Cancel

(Dot |




Aggie Mart has generated a Receipt No. which is now associated with the PO.

m il

p fusertest scipussteom/ apps/Router/Reghi ptSummary? tmstmp=1490817455460 -})vm:? {é}
P = ? « as =
© oy &~ |Soommensennles | [ L L

JorendaPenaw % w36 AT wiooousD [EEpRne) Q

File Edit View Favorites Tools Help

W Documents © Document Segfeh © Search Documents =
Create Qty Reccipt i
Receipt No . 204097 &= has been created for the following PO No(s):

- pO/Reference No. PO072466 &)

il Rep
B Administer

Setup

#100% ~

408PM | |
3/29/2017

- m
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