A BearBuy Receiving Quick Reference UCSF

About Receiving

» Confirming physical receipt of goods, or having documentation that services were
rendered, is required for audit purposes.

» InBearBuy there is optional receiving for recordkeeping purposes.
v" Receiving is open to all BearBuy Roles, including the Shopper.

v" Entering receipts will not affect invoice matching or timely payment.
v' Departments can attach a scanned image of Packing Slip to the PO.
v" Receipts cannot be attached or cancelled once the PO is closed.
» Shoppers can view receipts against their Purchase Orders. Requesters and
Approvers can view all receipts and run Document Search queries on Receipts.

Enter a Receipt

1. Navigate to Accounts Payable via to E Accounts Payable > Receipts > Create New
Receipt...
Box will appear for Receipt information.
Select the Receipt Type for either Quantity Receipt or Cost Receipt.
Select PO on the drop down menu for From.
Enter the PO number in the PO numbers field.
a. Note: receipts cannot be entered once the PO is closed.
b.  Quantity Receipts are for POs that have distinct quantities, such as orders placed
using catalogs or the Non-Catalog Form.
c. Cost Receipts are for entering receipts by the amount rather than quantities.
Amount-only POs can only be received using Cost Receipts.
6. Click the Create button.
7. Each receipt receives a unique Receipt Name (can be changed). Enter the Receipt
Date. Enter the Packing Slip No. and attach the scanned packing slip (if needed). Enter
the received Quantity (or Amount for Cost Receipts).
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Create Receipt

Type: Quantity Receipt v
From: PO v
PO numbers:
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Orders b Search b Receipts b Summary - Receipt 386838

Receipt Create Date 3/23/2020 8:38:58 AM

Source Manual

Summary Comments (0)  History

[=) Header Information 2

Receipt Name l 2020-03-23 amy_approvers 01 l

Receipt No Supplier Name Received by
To Be Assigned AGILENT TECHNOLOGIES, INC Amy Approverg
RECEIPT ADDRESS DELIVERY
£ No addresses defined in profile. Carrier
Attn: T
1855 Folsom St Tracking No.
’fmss‘c” cr Flexible Text Field
502
San Francisco, CA 94103 Flexible Text Field 2
United States Flexible Drop Down
Attachments Attach/Link
Notes
(1,000 Chars. Max)
Receipt Lines ?
Line Details
z
Hide Receipt Details For Selected Lines:
£y Product  Catal /UOM Previ: Add t
PO No. Line Frodu og  Qty, revious | uantity °  Line Status Actions
~ Name No. ordered Receipts Inventory
BO0D04762C 1 testsupply 1 1 O
2

8. Any PO line items for which you will not be entering a receipt should -

be deleted from the receipt by clicking the Remove Line button.
9.  When done, click the Save Updates button, and then click the Complete button.
10. A confirmation page will display with the Receipt and PO numbers.

Enter a Receipt and a Return
» Entering a return is similar to a receipt; however, the action at the line detail level is to
mark the Line Status as Returned.

Navigate to Accounts Payable via to E Accounts Payable > Receipts > Create
New Receipt...

Box will appear for receipt information.

Select the Receipt Type for either Quantity Receipt or Cost Receipt.

Select PO on the drop down menu for From.

Enter the PO number in the PO numbers field.

Click the Create button.

Enter a unique Receipt Name (if needed).

Then enter the Packing Slip No. and attach a scan of the packing slip (if needed).
In the Line Details section, find the PO line for which you are entering the receipt.
0. Enter the Quantity (or Amount) to be received.
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11. From the Line Details dropdown, select Received (or Cost Received), then click the
Receive & Return (or Receive/Cancel) button.

Receipt Lines
Ling Dstails
?
For Selected Lines: | Rernave Selected tems | [
PO No. FOLine Na. ProductName Catalog Mo, Oty/UOM ordered  Previous Recolpts  Quantity I“": Line Status Actions O
nventary
0004675C & 1 mutiple servers 2 2 Recoived [v| | Remove Line
[ eceves | TR
Returmed

[ o [ conpice
12. When the Receive & Return (or Receive/Cancel) button is clicked, another line for the
item is added to the receipt. This line represents the quantity (or amount) to be returned.
13. The Line Status is set by default to Returned (or Cost Cancelled).

Recaipt Lines

PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered Previous Receipts Quantity Line Status Actions

sersc & 1 rultiphe servens 2 l 2

e
14. Change the Quantity (or Amount) to be returned if it's different from the system-
defaulted value.
15. Scroll down and click Remove Line for any PO items not involved on this receipt.
16. When done, click the Save Updates button, and then click the Complete button.
17. A confirmation page will display noting the Receipt and PO numbers.

View Draft Receipts
» Receipts are always linked to the PO.

1. Navigate to Accounts Payable via to E Accounts Payable > Receipts > View Draft
Receipts

2 an Invoice Number...

Accounts Payable

Invoices View Draft Receipts

. Search For Receipts
Receipts

Create New Receipt...
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Accounts Payable » Receipts » View Draft Receipts

Create QuantityReceipt || Create Cost Receipt

Draft Receipts 7
Results Per Page Number of Receipts: 1 4|Page 1 of 1%

Receipt Name -~ Supplier Name o PONo = Receipt Type Receipt Date ¥ Actions =
2020-03-23 amy_approver8 01 [, AGILENT TECHNOLOGIES, INC BOOD0ATE2C Quantity 3/23/2020

2. Select the Receipt Draft that you want to complete.
» Note that you can also delete a draft receipt by clicking on the Delete button.

Search for Existing Receipts

1. Navigate to Receipts via E Accounts Payable > Receipts > Search for Receipts
» By default, alist of all receipts submitted by the user displays on the page. Filter options

display above the list.
» You have the following search options:
» Perform a Quick Search - You can perform a quick search of the documents
by entering a value in the field and selecting the search icon. Matching
documents are returned in the search results.

Search Receipts savess v

Created Date: Last 90 days ™ Q @

» Add Filters for an Advanced Search - Use the filter options to perform a
more specific search.
» Click the Add Filter button. A list of available filters displays.
Note: These filter options are the same options that displays on the
current Advanced Search page for the document type.

) Addiker = clear Alliers You can search for a specific filter by entering a value in the
| = field. The list of filters will be refined and only matching filters

% Available Filters T dlsplay.
[ Catalog Number (SKU)
0 oo 02 » Click the checkbox for the appropriate filter.
[ 1tem Type . . . .
3 Los Mo »  Configuration options display.
[ Matching Status . . .
O PO Over » For example, if you choose Supplier, an overlay displays
[ Packing Slip Number(s) . .
O Partcpant. where you can select the appropriate supplier.

[ Product Category
[ Product Description
[ Product Flags a4
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Important: When there are many options, such as in the
supplier example, a list of "suggested” values displays with
the configuration overlay. To choose a value that is not in
Suggested list, enter a value in the search field.

» When you have made the appropriate configurations to the filter,
select the Apply button. The search results are refined to reflect the
filter. The filter displays above the search results. Click the x to
remove the filter.

» Repeat the steps above to add additional filters.

» Click the Search icon Q
» Search results display below the search bar.

Accourss Payaiie » Recepis » Sesnch For Receipts

My Searches « Search Receipts swes = e Fxport -
Manage Searches
Created Date: Last 60 days = G @ addfiter~  Clear ll Filters
My Recepts
e 11 0t 1 R G g -
Favonte Searches
o Packing
Becaipt rO stip Recaipt Recelpt
Humber + Supplier Mumber HNe Type Croated Date/Time + Recoipt Date Completed Date ~  Status
AGILENT  BOOOO4T = Cuuantit 2000 IR:58 AM 3020 232000 B:ATO5 AM. No
TECHMO  G2C y Matche

LOGIES, 5
NC

Re-Open or Delete a Receipt

» Completed receipts can only be edited and deleted if there are no vouchers applied to
the Purchase Order.

»  Once the Purchase Order is invoiced, the receipts cannot be modified.

» If receipts cannot be modified, add a comment to the Comments tab of the PO detailing
any corrections to the receipts.

1. Navigate to Receipts via E Accounts Payable > Receipts > Search for Receipts.
Open the receipt you would like to edit.
3. Click the Reopen Receipt button in the upper right hand of the page
a. Ifyou do not see this button, this means your PO has been invoiced and receipts
cannot be modified.
b. A box pops up asking Are you sure you want to reopen this receipt? Click the
OK button.
4. Enter a comment in the Reopen Receipt Reason window that appears. The receipt will
not reopen without a comment. Click the Reopen Receipt button.
a. The receipt can now be edited. Save the Updates and Complete the receipt.
b.  To delete your receipt, click the Delete button.
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