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PO240 Receiving Goods and Services
Course Overview
The Judiciary must document any goods and services received from a vendor. It is required before payment or non-payment to a vendor can be decided.
 
Course Outline
The following lessons will help you understand the concepts associated with receiving goods and services for the Judiciary.
· Course Audiences and Prerequisites
· Lesson 1: Understanding Receipts
· Lesson 2: Entering Receipts
· Lesson 3: Managing Receipts
· Lesson 4: Reviewing Receipt Information
· Course Summary
Lesson 2: Entering Receipts
Lesson Overview
This lesson covers the steps that are necessary to enter receipts.
 
Lesson Objectives
After completing this lesson, you will be able to:
· Receive an order
· Create a partial receipt
2.2 Entering a Partial PO Receipt
Sometimes goods and services delivered for the full PO quantity are not provided completely. In instances where there is only a partial delivery of the goods and services, the Judiciary must document and issue a partial receipt.
 
GEARS allows you to create a partial purchase order receipt when the received quantity or amount is less than the ordered quantity or amount. 
 
After completing this topic, you will be able to:
· Enter a partial receipt for a PO 
Procedure
In this topic, you will learn how to enter a partial PO receipt.
	Step
	Action

	1. 
	Begin by navigating to the Receiving - Add a New Value page.
Click the Purchasing menu link.
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	2. 
	Click the Receipts link.
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	3. 
	Click the Add/Update Receipts link.
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	Step
	Action

	4. 
	The Receiving - Add a New Value page displays.
Use this page to create a new receipt.

	5. 
	Verify that the Business Unit field displays "MDJUD" and the Receipt Number field displays "NEXT".
NOTE: The Receipt Number field should always display "NEXT" to allow the system to generate the receipt number.  The system generates the next sequential receipt number when the receipt is saved.  

	6. 
	Verify that the PO Receipt check box is selected when creating a PO Receipt.

	7. 
	Click the Add button.
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	Step
	Action

	8. 
	The Select Purchase Order page displays.
Enter criteria and search for purchase order lines.  Enter the PO ID, if known.

	9. 
	Click the Search button.
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	10. 
	Purchase order lines matching your selection criteria display in the Retrieved Rows section below. 

	11. 
	The PO Qty column displays the original quantity/amount of the purchase order line.
The Prior Receipt column displays the quantity received previously.
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	Step
	Action

	12. 
	Click the check box for all purchase order lines for the purchase order.
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	13. 
	Click the OK button.
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	Step
	Action

	14. 
	The Maintain Receipts - Receiving page displays.
Use this page to enter receipt information.

	15. 
	Update the quantity/ amount for the receipt line(s) accordingly.
Enter the partial quantity received into the Receipt Qty field. 

	16. 
	Click the Save button.
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	17. 
	After saving the receipt successfully, the Receipt ID is generated.
The Receipt Status is updated from "Open" to "Fully Received".
NOTE: The Receipt Status refers to the status of the receipt just entered.  This does not indicate that purchase order line(s) is fully received.

	18. 
	Note that the Accepted Quantity has updated based on the amount entered in the Receipt Quantity field.

	19. 
	You have successfully completed the Entering a Partial PO Receipt topic.
You have learned to:
 - Enter a partial receipt for a PO
End of Procedure.
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