How to Direct Receive (DRC) Receive Merchandise in eProcurement

March 2007

Locate appropriate requisition to be received from the ePro, Manage Requisitions page and click the

Truck icon:

Manage Requisitions

Req NameD: | Business Unit; |UTru1EIG Q
Requester: | Q Date From: |03/19/2007 [/  ThruDate:  |03/18/2007 E2]
o
Entered By: | Q PO ID: | Show Status: | FO(s) Dispatch 7]
Requisition Marme Redg D Bus. Unit Date Status  Budoget Total
[ 0000220847 0ooo2z20847Y  UTMBG 031952007 PO(s) WValid 115.00 USD = | B =1
Dispatched D E 2] (B[
[ Office Max 3-19-07 0000220840 UTMBG 031952007 POis) Yalid 50485 LISD I E=I= =
Dispatched U E ! @t
[ 0000220839 0000220838 UTMWMBG 031952007 PO(s) WValid 300.20 UsSD = | B =1
Dispatched D E 2] (B[

All line items that have not been received appear in the list. Note on the bar, it shows how many lines
items are being displayed (1-7 of 7). If not all line items appear, click on the View All hyperlink.

|Receive ltems

Feceive Selected |

You have 7 lines open for receiing for requisition Office Max 3-19-07

and go to the Receive Form.

Customize

Requisition
[ Office Max 3-19-07
[T Office Max 3-19-07
[ Office Max 3-19-07

,'( Requisition Lines to Receive \'{ Purchaze Order Details \'||

First (4] 4

| Find | View Al | B8

(=

Item Description

TBS: EULER12"PLAS AST
TBS: SUGAR CAMISTER 2007
TBS: PACKET SPLEMDAS0BX

3] 1] LUTMBR ToODAY'S BL-001
3 n LUTMBR TODAY'S BL-001
2 1] LUTMBR ToODAY'S BL-001

If receiving all line items, click the Check All button. Note:
the box next to the appropriate line item(s) to be received.

if receiving part of the line items, click on

[+ Office Max 3-19-07
[« Office Max 3-19-07
[+ Office Max 3-19-07
[« Office Max 3-19-07

Check All I

TBS: CREAMER MOMDAIRY 120700
TBS: COFFEEMATE LIGUID WAR
TBS: TABMUMBER SIDE1-10

THS: PADLGL BLDMWE 85411304

Clear All

1

UTMBR TODAY'S BU-001
UTMBR TODAY'S BU-001
UTMBR TODAY'S BU-001
UTMBR TODAY'S BU-001

[ B e B s B s |




Click the Receive Selected button to create the receipt:

|Receive Items
You have 7 lines open for receiving for requisition Office Max 3-19-07

Receive Selected I

and go to the Receive Faorm.

Customize | Eind | Wiew All i First E 1-Fof 7 |I| Last

J."' Requisition Lines to Receive { Purchase Order Details

N o Tutal Accepted
Requisition lterm Description Oty to Date Ship To Vendor
[# oOffice Max 3-19-07  TBS: RULER 12"PLAS AST G 1] LUTMBR ToDAY'S BU-001

Note New Receipt shows 1-7 of 7 items:
[HECElVE

New Receipt Packing Slip: ||

Receipt Status: Open

*Received Date: IEISIEEIIEEIEIT

Reject Shipment

Customize | Eind | Wiew All | i First E 1-7 of 7 |I| Last

- Received Accept L
kem Description Oty UomM Oty PK Slip No
Change Received Qty for each item (if applicable):
New Receipt Packing Ship: I

Receipt Status: Cpen

*Received Date: IEISIEEIIEEIEIT

Feject Shipment

Customize | Eind | Wieww Al i First [+] 1-7 of 7 [ Last

ltemn Description Received uo Accept by gjip Mo

Oty — Oty
TB3: = —
RULER.12'PLAS AST |4ooo0 B2 fEs x| 60000 B

TBS: I—I% ERE =h
Sonap canieTeR onn 190000 2 ea 3.0000 =

When creating a direct receipt in ePro for merchandise received from a vendor paid through the Evaluated
Receipt Settlement (ERS) process (e.g., Fisher Scientific and Office Max/TBS), the invoice number
shown on the packing slip must be entered into the Packing Slip field.

New Receipt Packing Slip: |32543305-01]
Receipt Status: Open %

*Received Date: IEISIEEIIEEIEIT

Reject Shipment

Customize | Eind | Wiesw Al i First E 1-7 of 7 |£| Last

ltemn Description w uo %ﬂ PK Slip No

THE: — =
RULER.12'PLAS AST 40000 B [EA x| 4.0000 B




If the Packing Slip field is left blank when the “Save Receipt” button is clicked, the end-user will receive
the following error message:

iMicrosoft Internet Explorer x|

'? Invnoice ID missing — enker Invoice ID in packing slip figld

The PeopleCode program executed an Error skatement, which has produced this
message.,

Click OK and enter the invoice number into the Packing Slip field.
Receive

New Receipt Packing Slip: | 3254330501

Receipt Status: Cpen

*Received Date: IEISIEEIIZEIEIT

Feject Shipment

lter Description W uo r"’,‘;f PK Slip No
Then click Save Receipt.
T - ==:|- i
COFFEEMATE, LIGUID, [20000 2 [Ex [¥]2.0000 RS
L LARNUMBER  [oooo | B [PK =] 3.0000 R
THS: - =l
L ELDERS [toooo B [pz =] 1.0000 =
E Save Receipt |

Receipt Saved Successfully

You have saved recemt# 0000251519 contammg the followmg items:

Line |termn Descrip eceived O reject & Accept O
1 TBS: RULER,1 2"F'LAS,AST 4.0000 4.0000
2 TBS: SUGAR, CAMISTER, 2002 3.0000 3.0000
3 TBS: PACKET,SPLEMDA, 508X 2.0000 2.0000
4 TBS: CREAMER, MOMNDAIRY 1 20Z.CH 2.0000 2.0000
] TBS: COFFEEMATE,LIQUID WA 2.0000 2.0000
] TBS: TAB,MUMBER SIDE1-10 3.0000 3.0000
T TBS: PAD LGL RLDWE,8.5511314 1.0000 1.0000

Return to Reguisition Manager REeturnto Receiving




Where do | get the invoice number?

The invoice number appears on the packing slip that comes from the vendor with your merchandise.

Below are two examples of packing slips.

On Office Max’ Packing Slip, use the “Invoice Nu

mber” at the top middle of the page:

TFTI TRV ICLA T8 Lt s W ir A TpIeat 1)

6355 CLARA RD SUITE 100
HOUSTON TX 77041
(800 72-6473

" A BOISE COMPANY
www.boiseoffice.com

PACKING LIST
17

e

| 3624180 |

S{ Accli:0268834 Consignee: BILLTO Invoice Mumber Customer PO Number Aeferance No.
(o]
T UT MFD'G."\‘L BHANCH GALVESTN BAZT1290 G 00053448 68?7129{)
ol ACCOUNTS DIVISION
301 UNIVERSITY BLVD RTOA07
T GALVESTON TX 77550
.D
g | Acct #:0268834 Consignee: UTMBR ce Fouting -
| UT MEDICAL BRANCH GALVESTN GG Desc:
= | UTMB CENTRAL RECEIVING Fel:
- | 14TH STRAND CENTRAL RECY o
o | GALVESTON TX 77550 Briscoae, Sharon
1=
N CQuantity R
ltem Mumber Ordersd | Shipped Sh%?_:e . Description
[B1G547-00 1 EA 1 Ea 0 EA . PLAMNER,6XE, JAN-DEC,EBE
;20
Boise Office Products - Fo
rmul : PLANNER, 648, JAN-DEC,
BE

NO MERCHANDISE ACCEPTED FOR CRE DIT UNLESS ARFAANGED FOR IN ALVANCE.

Page 4 of 4

CLAIMS MUST BE MADE WITHIN 30 DAYS AFTER DATE QF INVOICE.
BA0E2004 17.22:39

—




On Fisher Scientifics’ Packing Slip, use the “Order Number” at the top of the page:

PACKING SLIP /

P FRINTOATE | RPTNAME | o ORDER RO, pff | L PAG
STOMER ACDOUNT HE: CUSTOMER PURCHASE ORDER NUMBER RELEAZE NUMBER
L
o
o A
Visit the Fisher Web Site: fishersci:
OCUMENT TYEELR] e Y L e NETRUGTIONS

MOTE: QUANTITY INDICATED IN THIS COLUMN IS BEING SHIFPED DIRECT TO YOU FROM INDICATED
ALTERNATE WAREH{WISE. S5EE AEVERSE SIDE FORA ABBREVIATIONS.

o TAr T o CATALOG
" whise | UNT | MUMBER SURPLIER AT, N, RESCRIPTION ) 1A AMOLNT

O O O N [P | N
e N

,

L] Dol

IPEN AND INSPECT IMMEDIATELY
UESTIONS REGARDING THIS SHIPMENT SHOULD BE
A CUSTOMER SERVICE OFFICE

-EASE REFEAENCE THE CRDER NUMBER
S0WN ABOVE 1M ALL CORAESPONDENGE
ETURNS WILL NOT BE ACCEPTED
fITHOUT PRIOR AUTHORIZATION.

UST. ACCOUNT NO.| ORDER MO

t { s | [
11 | / )
1L P | ‘ Py

Note: Currently, the Packing Slip field is required for only those purchase orders issued to Fisher
Scientific or Office Max/TBS; however, additional vendors may be added to the ERS process in the
future.



