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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 4: Reviewing Receipt Information
Lesson Overview
This lesson covers the steps necessary to review receipt information.
 
Lesson Objectives
After completing this lesson, you will be able to:
· Review receipt information by location
· View receipt document status
4.1 Reviewing Receipt Information (By Location)
The Judiciary may review receipt information at any time. There are several ways to search and then review the receipt information. For example, you can search by User ID, Business Unit, or Location.
 
After completing this topic, you will be able to:
· Search for a purchase order receipt
· Review the receipt information
Procedure
In this topic, you will learn how to search by location for a purchase order receipt and review the information.
	Step
	Action

	1. 
	Begin by navigating to the Maintain Receipts - Receiving page.
Click the Purchasing 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 Add a New Value page displays. 
To search for the receipt you nat to cancel, click the Find an Existing Value tab.
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	5. 
	The Receiving search page displays.
Enter values in one or more search field to narrow the receipts that are retrieved for your search.  
Entering the receipt number is the most direct search method.  You can also enter the PO number, vendor, received date, receipt status, etc. to narrow your search.
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	Step
	Action

	6. 
	

	7. 
	Click the Search button.
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	Step
	Action

	8. 
	The search results displays.
Click the receipt link.
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	Step
	Action

	9. 
	The Receipts inquiry page displays with the information for the selected receipt.
Review the receipt information.

	10. 
	You have successfully completed the Reviewing the Receipt Information topic.
You have learned to:
 - Search for a purchase order receipt by location
 - Review the information from the selected search result
End of Procedure.
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