How to Receive a Purchase Order
Last Updated: KW 8.31.22

1. Loginto Banner, and go to screen FPARCVD — Below are paths on how to access the screen.

a. Type FPARCVD in the Search box; or

. e IS0 4

- Welcome

\ ® Search ) Direct Navigation

FPARCVD)|

Receiving Goods
(FPARCVD)

b. Click the Applications icon (9 squares, on top-left of the screen), and move through Purchasing and
Procurement > Receiving Processing > Receiving Goods

< Back to Main Menu

Applications

Banner

Finance System
Menu
(*FINANCE)

WY LIRS

Purchasing and
Procurement
(*FINPURCH)

Receiving
Processin,
(*FINRE

Receiving
Goods
(FPARCVD)

2. Inthe Receiver Document Code box, type “NEXT”, then click Go

X @ellucian  Receiving Goods FPARCVD 9.3.16 (PROD)

Receiver Document: * | MEXT | |
Code

Get Started: Complete the fields above and click Go. To search by name
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3. Populate following fields. Click down arrow == (bottom-left of the screen) to move between sections.

Receiving Header Section:

a. Receiving Method: Choose appropriate or “none” if no physical items received.

b. Receiving Date: Today’s date

Packing Slip Section:

c. PackingSlip:  Cannot be blank. Either type in your packing slip number or the Bill of Lading number.

If do not receive actual slip, can use PO Number, Invoice #, Date, etc.

Note: If this is a Standing Order with multiple payments, you may want add a
payment count number after it (E.g., POOxxxxxx-01)

Purchase Order Section:

d. Purchase Order:  Type POOxxxxxx number.
Note: Validate current year PO Number. ULM’s Purchasing Dept supplies PO
Number, and vendor does not always have most recent PO Number.

e. Receive or Adjust Items: Only do adjust when making corrections of completed receiving items.
X @Delucen  Recehing Goods FPARGYD 5.3 18 (PRIOD) B0 @ oreTmeve S AELATED g TOOLE
Recewing Meined | NONE & e i Tt
Custa B0 " .
~ PACKING SLIP Qo B Deele " Copy ¥, Filer

Record 1of 1

4. With cursor in Purchase Order section, select the Tools (top-right) > Options > Select Purchase Order items

B RETRIEVE  J% RELATED #TOO,EJ 1

Q, Search

ACTIONS
Refresh
OPTIONS

Receive All Purchase Order ltems

Partial Receiving: ' Receiving All: See Appendix (last page)

5. Select the items you are receiving by clicking the check box(es) next to the appropriate item(s). Click the Save
button at the bottom-right of screen

¥ @eliucian  Recewing Goods PO liem Seiecton FPCROVE 36 (PROD)

Purchase Order: [POO2TI2T Danket Qrdar:
Numbar
Vandor: o 4 A na puser Syst Receiver Documaent:
Packing Slip 2 1 Receive All: []
T SELECT NOMODUAL ITEMS & =2
Tem Commddy Commaodty Description Text Lxists M Amaunt Amomard Hecewed Add tem
1 Bding Collactions for Stadem Laans NONE CTR 70,000.00 oon Ll

Racord 1 of 1

Gl Started. Com he figlds above and ch o search by name, press TAB from an 1D field, evter your search ciiterta, and then press ENTER

Purchase Order: | PO0Z7I27 Hianket Qrder Numbar: Vendor: 3 Recaiver Document: YO43777  Packing Sip: POOZTI27-01  Recetve All:
T SOLECT INDVIDUAL (TEMS tre
B Commodity Commaodity Description Taxt Fxats [t Aot [ — 8
Biting Cobsctions for Student Loans NONE CTR 70,000 50

Record 1af 1

Get Starled. Complele the fields abave and cick Go. To search by name_ press TAB lrom an 1D field, ender your search ailerls. and then press ENTER

= =
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6. After you click save, should receive green notes.

R ADD B RETREVE S RELATED 3§ TOOLS

@ Saved successfully (1 rows saved)

o Query caused no records to be retrieved. Re-enter.

7. Close the screen by clicking the X at the top-left of the screen.

x @ ellucian Receiving Goods PO Item Selection FPFCRCVP 9.3.6 (PROD)

Purchase Order: |P0027327 |

8. Click Yes to the question of ‘Force Close?’ This will return you to Receiving Goods screen.

S RELATED ¥ TOOLS

R 20D B ReETRIEVE

@ A valid Purchase/Blanker Order must be present

= = 4

9. Go to the Description page by clicking the down arrow (bottom-left of the screen)

X @ellician  Receiving Goods FPARCVD §316 (FROO)

Warning!
Force close?

Receiver Document Code: Y0043777

™ RECENWING HEADER 1 &2
Fecering Metod  [NONE |-=] Wene dalivared eams Tent Exists
Camar E Recewed By NN
Date Recahved * (083172022 ]
T PACHING SLIP r B .
Packing Sl [PO0ETI2T01 ) Bl of Lding
T Exists

* PURCHASE DROSR Eiesert DOeir Tmcopy T Fster
Purchase Orer |[ERTTE Ruyer N Cha Paming 118-142.52
Recene or Adust  (8) Receva items () Adjust same Vandor 2000983 Educational Computer Systenms Inc

Rams

Record 101

=[=] e

10. Enter the dollar amount or quantity of items being received under current column on received row.
a. Write down the Receiver Number (Y##t#it#t#) on the pink/green partial receiving or final yellow copy of
receiving purchase order. Receiver Number is auto generated by Banner.
Note: Yellow copy should only be for final payment/receiving.

@ ellucian  Pecebving Goods FRARGYD 8.3.16 (PROD)

£ TOOLE

Hurcerver Document Code: Y0037 T Start Ovde

¥ COMMODITY -] "
Recanar Document YOOR37TT Purchase Oudar
Cooe
Fackeg She | POURTIAN0T vaitir. TERRR oo B
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Rem Commodty Record
Count
: Commadity Code Descniption S8k Hem um 106 Code Finad Frecened
Eiling Collections Jor Sudent Losns TR O
Record 1041
Qanty To Date Curgnl
Racaivod 0 | | um
Ordered
Item Suspense Toleance Suspenss Toiseance Ovamids
" comeEToN { B Ceicis 2
Compista n Process
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11. Click the down arrow (bottom-left of screen) until “In Process” is highlighted in Completion section.
a. If need to pause, click “In Process”.
b. If finished, click “Complete”.

12. Sign the Receiving Report of the Purchase Order (green/pink for partial or yellow for final) with the Receiver
Number written on it and send to the Controller’s Office / Accounts Payable.

Additional Notes:
- Once receiving is complete, it cannot be deleted. If in process, can delete from Receiving Header section on
page FPARCVD.

X (@slluclan  Receiving Goods FRARCVD 93 16 (PROD)

Recaivar Documant Code: Y0043701

= RECEWING HEADER lmn
mecamngmemea [ |- Test Exists To start over, to long
— finished, click this delet

Date Received * | 00312022 |
- PACIONG SUP Gwiei Oown s

I Do ot use this delete

Bl
-]
er Do net usa this dalete.
L ) A 0!

Racord 1 of 1

APPENDIX:

If receiving all of the PO, step 4 alternative is to click “Receive All Purchase Orders.”

B AaoD B RETREVE  JSiRELATED [EE«Relei

Q, Search

ACTIONS
Refresh

OPTIONS
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