PantherSoft Financials Receiving Job Aid
- The Casual Receiver (Access Role 002A) -

A Receipt must be created in PantherSoft Financials immediately following the delivery of goods/services.
This acknowledges that what was requested via a dispatched Purchase Order was fulfiled by the
Supplier. The Receipt is independent of the Supplier's Invoice, which they should send directly to

Accounts Payable (AP) per instructions on the Purchase Order.

After the Receipt is created by a requester against a dispatched Purchase Order and an invoice is
received by AP, a payment will be sent to the Supplier. If a Receipt is not entered and/or an invoice not
received, the Supplier will not be paid — even if the goods/services were provided.

The following steps provide instructions on how the Casual Receiver creates a Receipt for

Requisitions created only by themselves.

1. Navigate to Main Menu > eProcurement > Manage Requisitions

2. Select the “Receive” Action from the drop down menu on the desired requisition to be received,

then click the Go button.

Favorites : Main Menu > eProcurement > Manage Requisitions

Manage Requisitions

-

To locate requisitions, edit the criteria below and click the Search button.

Search Clear Show Advanced Search

2

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Business Unit [FIL01 Q, Requisition Name Q,
Requisition ID Q, Request State| Al but Complete | Budget Status v]
Date From B Date To B
Requester 1189515 Q, Entered By Q, POID Q

= 0000196449 0000196449 FIUD1  02/23/2018 PO(s) Dispatched  Valid 1,170.00 USD | [Select Action] ~)  Go
Requester Belton,Doreatha S Entered By Belton,Doreatha S Priority High Approvals
Pre-Encumbrance Balance 0.00 USD Copy
v 4 Edit
- [
Requisition Approvals Inventory e Request Receiving Returns —
Request Lifespan: [Select Action]
= = =1
Line Description Status Price Quantity uom Supplier
1 %&1 Roller Shades 3% with Casset.. PO Dispatched  195.00000 usD 6.0000 EA ﬁﬁ:UTH RIS x
Create Mew Reguisition Review Change Request Review Chanage Tracking Manage Receipts Reauisition Report
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PantherSoft Financials Receiving Job Aid
- The Casual Receiver (Access Role 002A) -

3. Select the checkbox for the Requisition Lines(s) to be received, then click the Receive Selected
button.

Favorites Main Menu > eProcurement » Manage Requisitions
0 New Window 2 Helqg
Receive ltems

You have 1 line open for receiving for requisition 0000196449

Receive Selected | |and go lo the Receive Form

Requisition Lines to Receive

4 »
Requisition Lines to Receive JETE e il Y
Req BU Requisition Item Description temip |TOtRed Acceptedto oy ghipTo ShipToGLN  Attention To Supplier Supplier ID Number
QtyAmt  Date
Roller Shades 3% with
101 0000196449 Cassetles/ Color: White [ 0 EA 0023000411 Belton Doreatha S SOUTHKEND-001
Pearl/ Installed

Check All Clear All

Inguire Receipts

Enter a date into the Received Date field. The Received Date field should always be populated

with the date the product was physically received or when the service was rendered — not the
date that the receiving entry is made. This is a mandatory field.

Favorites = Main Menu > eProc B
- - -

Receive Items
Hew Receipt
“Business Unit FIU01 Q

Receipt Status Open

*Received Date [5 |

Reject Shipment

Personalize | Find | view A1 | B First B 1 071 D0 aet

- - Unit Unit

. A Received Accept . Procurement Primary . . .
Ling Item Description a E ZWOM Q ity P Allocation

Line Item Id Item Description it UOM —— Details Receipt Group I Unit ::J:tcatlon Allocation PO Cancel Line
1 Roller Shades 3% with C  |[6.0000 B [ea o 60000 B N =

= ® X

Save Receipt

Add New Receipt Inquire Receipts
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5. Enter/Confirm the quantity or amount of the goods/services that are being received in either the
Received Quantity or the Receipt Price field (this depends on whether the requisition line was
setup to be received by quantity or amount).

Favorites - Main Menu > eProcurement > Manage Requisitions

Receive ltems

Hew Receipt
*Business Unit |FIU01 Q

Receipt Status Open

*Received Date |02/15/2018 [+

Reject Shipment

Personalize | Find | View 21 | B | Firet B 4 or 1 1 st

= - Unit
. L Received - Accept . Procurement Primary - -
Line ltem Uescription a ity it a iy b P Allocation
Line Htem Id ltem Description uanti uomM wanti Details Receipt Group 1D Unit i:-lno‘callon Allocation PO Cancel Line
1 Roller Shades 3% with G | [+ By [En | 6.0000 B O N = X

Save Receipt

Add Mew Receipt Inguire Receipts

6. Click the Save Receipt button.

Favovritts Main'Menu > eProcu'rement > Manage Reqguisitions

Receive Items

New Receipt
*Business Unit |[FIU01 Q,

Receipt Status Open

*Received Date |02/15/2018 [+

Reject Shipment

Personalize | Find | View 21 B | F
Unit Unit

Received Accept Procurement Primary .

ine ltem Id ltem Description 7§uanti oM Quant Details Receipt Group 1D Unit i:-lno‘calion ggocalion PO Cancel Line
1 Roller Shades 3% with ¢~ [4 B [Ea ¢ 6.0000 B & N = b4
: Save Receipt
Add Mew Receipt Inguire Receipts
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7. Areceipt confirmation page will display that includes the Receipt # and the quantity or amount
that was received.

Fa\rqrr'rtes MainvMenu ¥ ePro-cu‘lr'ement > Manage Requisitions

Receipt Saved Successfully

You have saved receipt # 0000414294 containing the following items:

Personaiize | Find | B | ## First K 1071 I Last

: L Received : § :

Line Itemn Description Quantity Reject Quantity Accept Quantity
Roller Shades 3% with Cassettes/ Color:

L White Pearl/ Installed L L

Return to Manage Reqguisitions Return to Receiving
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