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/,) Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to
replace existing Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
« Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

» Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users
may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction
or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal
website in the Security section under Resources.



g/ Course Objectives

After completing this course, you will be able to:

Understand Receiving

Create and Maintain Receipts

Review Receipts
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Understand Receipts

Create and Maintain Receipts

Review Receipts




}) Lesson 1: Introduction
Y4

” Understand Receipts

This lesson covers the following topics:

*  Procurement Overview
« Key Concepts

* Receive Goods Process Overview



/p/ Procurement Overview

The Procurement functional area of Cardinal
includes four modules:

Purchasing

The Purchasing module includes the buying of goods
and services (Procurement) by creating and
processing requisitions, purchase orders (PO),
receipts, and procurement card (PCard) and
Integrated Supply Services Program (ISSP)
transactions.

eProcurement

Like Purchasing, the eProcurement module provides
for Procurement but is web-based. It is similar to an
online shopping cart experience for users requesting
goods and/or services.

Strategic Sourcing
The Strategic Sourcing module allows users to
create and award bids / proposals to purchase
orders or contracts.

Procurement Contracts

The Procurement Contracts module builds,
manages, and archives all Cardinal contract related
information.
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@ Key Concepts
/

A purchase order (PO) is a commitment to a supplier to buy goods and/or services. Receiving the related
goods and/or services is a key part of the procurement process.

Receipt information is used to:

« Identify the items on the PO that have been received

« Verify that goods and/or services received were included on the PO

« Determine the completeness of the order

« Specify the date of receipt

« Maitch the PO to the related voucher to make payment to the supplier

« Determine when the PO can be closed (e.g. when all goods and/or services have been received)

« Determine the date the payment should be made to the supplier



/,) Recelve Goods Process Overview
J

The Receive Goods Process documents an agency’s receipt of goods and/or services from suppliers.

Generally, the goods/services receipt date, along with the invoice receipt date, determine when the supplier is
paid.
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}) Lesson 1: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.



Drag and connect the term to the matching description.

Provides for documenting _
acceptance of goods from vendors. Matching

Commitment to a vendor to buy

- Purchase Orders
goods and/or services.

Ensures the validity and correctness of
transactions and payments by comparing the Receiving
wvoucher with the PO and Receiving documents. :



}) Lesson 1: Summary
/

” Understand Receipts

In this lesson, you learned:

+ Key Receiving Concepts

* Receipt Process Overview
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}) Lesson 2: Introduction
Y4

‘ Create and Maintain Receipts

This lesson covers the following topics:

* Create Receipts

« Maintain Receipts

11



@ Create Receipts
/

The Receive and Inspect Goods process involves recording the items/services received, inspecting them, and
ensuring that they match what was originally ordered.

Receipt options include:
* One receipt that includes delivery of all PO items, or

« Multiple receipts that include a partial delivery of items on a PO

Create a receipt involves:
« Selecting lines from a PO

« Ensuring the items/services ordered correspond to the items / services received

12



/p/ Create Receipts (continued)

Creating a new receipt is done on the Select
Purchase Order page.

Navigate to page using the following path:

Main Menu > Purchasing > Receipts > Add/Update
Receipts

Click the Add a New Value tab.

When adding a new value, the Receipt Number is set
to NEXT and will automatically be assigned. Do not
enter a Receipt Number.

Click the Add button to open the Select Purchase
Order page.

ﬂcanm NAL

Favorites + | Main Menu > Purchasing «

Receiving

Find an Existing Value

Add a New Value

Business Unit 50100 |

Receipt Mumber NEXT
PO Receipt V]

Add

Find an Existing Values | Add a New Value

All

* | Search

3

Feceipis «
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/;/ Create Receipts (continued)
/

Select Purchase Order Page: i
Use the Select Purchase Order page to search for ’ 1 | ek ) Advancet Seach
PO Schedules aga|nst Wh|Ch to create or update Favoites= | ManMenuv 5 Puichasing~ > Recsiptsv » AddUpdate Receipts
recel ptS ' Select Purchase Order
« Enter the PO ID, or select one using the Seuchllien
L (0]0) k u b utton PO Unit 0100 xQ Days +- Today 100
p . D Q Start Date 09/30/2016 H
« For the best results, clear all fields, except PO L et ’ Ead e JAOTT___
Unit, PO ID, and Days +/- Today. Enter an e . Sl e iswwmwkw
Item ID Supplier Item ID
adequate range to allow for results. The S:i:'mwm . M“"mm
Days+/- Today calculates the Start Date and - . R
End Date RetrieveOpen PO Schedules
) ) s Receipt Qty Options
« Click the Search button for a list of PO IDs to Omoeray  Oordentay ®po Remining Qy
reVleW and SE|eCt [ ok || Cancel || Refiesh

« The default Ship To for the user may appear

and can be modified or deleted. Click on image to enlarge

« Retrieve Open PO Schedules box defaults to
checked; therefore, POs that have not been
fully received will be returned in the search.



;j Create Receipts (continued)
/

The Selected Rows tab, under the Retrieved Rows section, displays the PO lines and schedules that match

the entered search criteria.

I?_,‘CARDINAL'| i

Retrieve Open PO Schedules

~ | Search 1 7>> Advanced Search
Favorites v | Main Menu > Purchasing~ > Receipis~ Add/Update Receipis
Select Purchase Order
Search Criteria
PO Unit 50100 1 | Days +/-Today | 100/ |
1D 0001143549 Start Date |09/30/2016 59
Line / Schedule | /| End Date |04/18/2017 {E]
Release | Supplier Name |LL CARTER-003  |Q Supplier Lookup
item ID | IQ Supplier item ID | e
Ship To|CNTRL OFF3 lQ Manufacturer ID |
Ship Via|_ | Manufacturer's item ID |

Receipt Qty Options

O No Order Qty O ordered Qty ® PO Remaining Qty

Retrieved Rows

Personalize | Find | View All | 2| [ First ‘4 10of1 ‘» Last

Selected Rows || Shipping Related || More Details | =
Sel PO Unit POID Line Sched Release Due Datea PO Qty Prior Receipt Item Description
(| 50100 0001143549 1 1 75 12/22/2016 130.0000 7503532020 STONE NO. 1, STONE
S Select All (= Clear All
\ OK || Cancel || Refresh |

15



P

V4

Select the Shipping Related tab to view Ship To location, PO Date, and Orig Prom (originally promised)

date.

i/ Create Recelpts (continued)

I?A_CARDINAL'l =

~ | Search
Favorites - | Main Menu - > Purchasing » > Receipts
Select Purchase Order
Search Criteria
PO Unit (50100 (&}
1D\ 0001143545 QL
Line / Schedule !
Release
Item ID (&}
Ship To [CNTRL OFF3 a
Ship Via Q

Retrieve Open PO Schedules

| Search |

Retrieved Rows

Selected Rows Shipping Related || More Details |

Sel PO Unit POID Line Sched Ship To

[J &s0100 0001143549 1 1 CNTRL OFF3
Select All (] Clear All
| OK || Cancel || Refresh |

>

% | Advanced Search

AddUpdate Receipts

Days +/- Today
Start Date El
End Date EI
Supplier Name |LL CARTER. -003
Supplier Item ID &}
Manufacturer ID

Manufacturer's Item ID

Receipt Qty Options

) Mo Order Qty ) Ordered Qty
Ship To GLN Ship Via Supplier Location
COMMON 0000032093 MAIN

Q Supplier Lookup

® PO Remaining Qty

Personalize | Find | View All | @l E First ‘4’ 10f1

Supplier ltem 1D PO Date Orig Prom

127222016 12222016

L) Last
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V4

Create Receipts (continued)

Select the More Details tab to view additional fields such as manufacturer details, PO Amount, and
Receiving Tolerance.

Favorites |

#® CARDINAL 0

~ | Search *# | Advanced Search

Main Menu = > Purchasing ~ > Receipis~ > AddUpdate Receipis

Select Purchase Order

Search Criteria

PO Unit 50100 Q Days +i- Today
ID |0001143549 Q Start Date 1
Line / Schedule / End Date [
Release Supplier Name |LL CARTER -003 |y, Supplier Lookup
Item ID Q Supplier Item ID Q
Ship To CNTRL OFF3 Q Manufacturer ID Q
Ship Via Q Manufacturer's Item ID QY

Retrieve Open PO Schedules

|W| Receipt Qty Options
() No Order Qty C Ordered Qty
Retrieved Rows
Selected Rows || Shipping Related || More Details | [0
Sel  POUnit POID Line Sched Model Manufacturer Mfg 1D Mfg Item 1D
O 50100 0001143549 1 1
Select All (] Clear All
| 0K || Cancel || Refresh |

(®) pO Remaining Qty

Personalize | Find | View All | 2] 5

Il of Entry Bill of

Rcv Tol - Bil
PO Amount Recv Reqgd o Price Category BUFrom 1o Entry

3243700 1000 2499000 7503532

First ‘4 1of1

BOE Line

b Last

17



p Create Receipts (continued)
/

From the Select Purchase Order page,
select the line items to receive and click
OK. The Maintain Receipts - Receiving
page displays for the selected lines. The
Header section displays the Supplier ID,
Supplier Location, and Ship To
Location.

The initial Receipt Status is Open. When
the receipt is saved and the quantity or
amount does not exceed the open
purchase order quantity or amount, plus
tolerances, the Receipt Status changes to
Received.

The Red X next to the Receipt Status
cancels the entire receipt. A receipt
cannot be cancelled once it has been
associated to a voucher.

The Close Short All Lines button and
Run Close Short checkbox should never
be used.

Maintain Receipts

Receiving

Receipt Status Open El

Add Header Comments Activities

Business Unit 50100

ReceiptID NEXT

Header Details
Header

Supplier [p 0000033093 *8hip To Location CNTRL OFF3

Supplier Location MAIN

¥/ PO Receipt
Select Purchase Order | Close Short All Lines Run PO Receipt Accrual
Receipt Lines Personaicze | Find | view Al | | B omst ror 0 Last
ReceiptLines | More Details | Linksand Status | ltem/MfgData | Optional Input | Source Information || WebIMS Eb)
Ling Item Description Receipt Qty ReceiptPrice  Accept Qty Status Close Short Serial Device Track
1 E% 0051417548 CLOTHS, ABRASIVE, EMERY, 9IN 1.0000 % 15.00000 1.0000 Open X

U interface Receipt U Run Close Short

[Flsave | |ZINotiy |42 Refresh CaAdd | ] Update/Dispiay

18




jp/ Create Receipts (continued)

reflect those actually received.
Click the Save button.

In the Receipt Lines section, use the Receipt Lines tab to verify the Receipt Qty (quantity/amount
delivered) and the Recv UOM (Unit Of Measure in which it was received). The Receipt Qty and Accept Qty

amounts default to the full amount. Change the received quantity and/or accepted quantity amounts to the

All ~ | Search

|?_ACARD| NAL]

Main Menu ~ > Purchasing~ > Receipis ~ > AddfUpdate Receipis

Favorites - |

Maintain Receipts

Receiving

[ interface Rece ipt Run Close Short

[=] Notify % Refresh

|5 Save

| Advanced Search

Business Unit 50100 Receipt Status Open b 4
Receipt ID NEXT Add Header Comments Activities
Header Details
.., Header
Supplier 1D 0000033093 *Ship To Location CNTRL OFF3
Supplier Location MAIN
+| PO Receipt
Select Purchase Order | Close, Shorl AR }ines
Receipt Lines
More Details || Links and Status || Item/Mfg Data || Opfional Input || Source Information || WeblMS
Line Item Description Receipt Qty *Recv UOM Receipt Price | Accept Gty |Status
1 B 7503532020 STOME NO. 1, STONE 1300000 B [LTN Q 2485000 130.00004OCpen

Run PO Receipt Accrual

Personalize | Find | View Al | G| [

Close s Device
Short Serial Track

5 Add

First 4/ 1of1 '»' Last

Stock UOM

] Update/Display
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p/ Create Receipts (continued)
/

On Save, Cardinal generates a Receipt ID.

The More Details tab provides additional fields such as:
 Inspect Qty
 Reject Qty, Reject Action, and Reject Reason

« Allocation Type (First in-First out, Specify, or Prorate)

_Maintal'n Receipts

Receiving
Business Unit 50100 Receipt Status Fully Received $¢
I Receipt ID 00018384214 I Add Header Comments Activities
Header Details Document Status
w Header
Supplier ID 0000033093 *Ship To Location CNTRL OFF3

Supplier Location MAIN
+/| PO Receipt

| Close Short Al Lines

Select Purchase Order Run PO Receipt Accrual

Receipt Lines Personalize | Find | View All | §3 | = First ‘&) 10of1 &' Last
Receipt Lines || More Details || Links and Status || Item / Mfg Data_|| Optional Input || Source Information || weblvs | [F=0

o S - Reject Reject RMA RMA Net Receipt - Supp Std - s = o =
Line Item Description Ingpect Inspect Qty Reject Qty Action Reason Number Line Quantity PO Price uom uom Merchandize Amt ‘Allocation Type [ShipTo  Attention To
1 E% 7503532020 STONE NO. 1, STONE &} &} 130.0000 2499000 LTN LTN 3,248.70 USD | Specify E;?L

interface Receipt ¥ Run Close Short

|[F]save ||[=]Netify || Refresh | |Es Add || 5] Update/Display |




jp/ Create Receipts (continued)

Select the Links and Status tab to view or update:
« Accounting distribution information for each receipt line using the Distribution icon

« Comments using the Comments icon
* Inspection status

Click the Distribution icon to view the accounting distribution information.
Click OK or Cancel to return to the Maintain Receipts - Receiving page.

Maintain Receipts

Receiving
Business Unit 50100 Receipt Status Fully Received x
ReceiptID 00018384214 Add Header Comments Activities
Header Details Document Status
Header
Supplier ID 0000033093 *Ship To Location CMTRL OFF3

Supplier Location MAIN

~| PO Receipt

Select Purchase Order | Close Short All Lines Run PO Receipt Accrual

Receipt Lines Personalize | Find | View All | &2 | [ First ‘4’ 1of1 '} Last

Receipt Lines More Details Links and Status Item J Mfg Data || Optional Input || Source Information WeblMs |
Line Item Description Allocation Type I Inspect Status | S&rial Serial Status Lot Control Lot Status Match Mot aty Quantity Status Due Date S Date Time Due

P Complete pe Control previs Pet Status

1 B 7503532020 STOMENO.1, STOME  Specify = | OIn Complete N Complete N Complete Y Mo Match gisasn‘;% Check 12/22/2016  Late Shipment

O interface Receipt Run Close Short

[[F]save |[=]Notify ||t Refresh | [E} Add || 5] Update/Display |




V4

»/ Create Receipts (continued)

On the Receipts Distributions pop-up window, the Header shows the Line Quantity Received, and the
Details tab shows the Location.

Receipt Distributions

Business Unit 50100 Status Received
Receipt ID 00015854214 Amount Only
Receipt Line 1 “Allocation Type | Specify
Line Quantity Received 130.0000 Line Cost Received 3245.70

Distribution Information

Asset Details | ChartField Information | [

Line Status *Location Q%g}: QWUUSE Merchandise Amt MerchBﬁ;?; IN Unit  Attention To
1 Received CNTRL OF2 130.0000 130.0000 3,246.70 USD 3,243.70USD
£
| OK || cancel || Refresh
<

Personalize | Find | View All | E—'I E

Consigned

Help

First 4

Non-Owned

22



;j Create Receipts (continued)
/

The ChartField Information tab provides details on the accounting distributions for the line. It is view only.

Receipt Distributions

Business Unit 50100

Receipt Line 1

Receipt ID 0001384214

Line Quantity Received -130.0000

il | Distribution Information

Details || AssetDetails || ChartField information |

Help
Status Received
Amount Only
*Allocation Type |Specify

Line Cost Received 3243.70

Personalize | Find | View All | 2 | &= First ‘4 10of1 '*/ Last

Line Status *GL Unit *Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Bus Unit Project
| [l Received 50100 5012550 04100 699001 10003 11120010
< >
OK || Cancel || Refresh
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p Create Receipts (continued)
/

To change the accounting distribution, navigate using the following path:
Main Menu > Purchasing > Receipts > Maintain ChartFields
If needed enter changes and click Save.

Return to the Maintain Receipts — Receiving page using the following path:

Main Menu > Purchasing > Receipts > Add/Update Receipts

4& CARDINAL

Favorites « | Main Menu +
Maintain ChartFields
Business Unit 50100

Receipt lines

Al ~ | Search

> Purchasing» > Receipls~ > Maintain ChartFields

# | Advanced Search

Receipt No. 0001884214 LL Carter & Son Inc

Find | View All
Receipt Line 1 PO Number 0001143549 Line 1 Supp UOM LTHN
Item ID 7503532020
Due Date 12/22/2016 Supplier Receipt Qty 130.0000 Merchandise Amt 53,245870
Distribute By Qty Supplier Accept Qty 130.0000
Account Lines Personalize | Find | View All | @l E First ‘4 10f1
Account Lines
Distribution Line *GL Unit *Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1
150100 |Q 5012550 Q04100 |, 699001 Q10003 Q (11120010 (O Q, Q, Q,
<
[Flsave ||[Eh Retumn to Search | |[Z] Motify

First ‘4 10f1 “*/ Last

b Last

a

Agen

>
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/,) Create Receipts (continued)
/

From the Maintain Receipts —
Receiving page, click the
Comments icon to view or update
comments related to the line.

Click OK to save any changes
and return to the Maintain
Receipts - Receiving page.
Clicking Cancel removes any
comments entered and also
returns the user to the Maintain
Receipts - Receiving page.

Receipt Line Comments

From -= RCV 50100-0001384214-1

OK || Cancel || Refresh

Help
Business Unit 50100 Receipt Number 0001384214
Receipt Status Received Receipt Line 1
MIRetrieve Active Comments Only |  Refieve |
*Sort Method [ Comment Time Stamp v| *Sort Sequence | Ascending vl | sei |
Comments Find | View Al First ‘4 1gf1 '*/ Last
Use Standard Comments Comment Status Active | Inactivate | [+]
All ltems Received - 04/01/2017] (1A
[ Show at Voucher
Associated Document
Attachment Attach View Delete

25




},\/ Create Receipts (continued)
/

Use the Source Information tab to view the purchase order information associated to the receipt. Click the
Comments icon on this tab to view PO comments. The lines inside the Comments icon indicates there is a
comment to view.

Maintain Receipts

Receiving
Business Unit 50100 Receipt Status Fully Received 3¢
Receipt ID 0001884214 Add Header Comments Activities
Header Details Document Status
 Header
Supplier ID 0000033092 *Ship To Location CNTRL OFF3

Supplier Location MAIN

+/| PO Receipt
Select Purchase Crdes | Close Short All Lines | Run PO Receipt Accrual
Receipt Lines Personalize | Find | View All | (2] [ First ‘4 10of1 '*' Last
Receipt Lines || More Details || Links and Status || ltem/Mfg Data || Optional Input | Source Information || WebIMS |
Line ltem Description PO Unit|Po 1D Line Schedule Original Description PO Amount Distby PO Type
Subsfituted ltem Amount Only
1 B 7503532020 STONENO.1, STONE 50100 0001143549 | 1 1 324870 N oty General Ba

interface Receipt Run Close Short

|[Fsave ||=]Notify || Refresh | |Es Add || 5] Update/Display




},) Create Receipts (continued)
/

Use the WebIMS tab to determine if the receipt is associated to a WebIMS restock purchase order. Click the
receiving WebIMS Receipt Doc ID icon, if applicable, to view Receipt Line Details for that line.

Maintain Receipts
Receiving

Business Unit 50100

ReceiptID 0001884214

Header Details
v Header

Supplier ID 0000033093

Supplier Location MAIN
V! PO Receipt

Select Purchase Order

Receipt Lines

Line Item

1 B 7503532020

[ interface Receipt

[Esave | [Einotiy | [ Refresh |

Receipt Status Fully Received )(

Add Header Comments Activities

Document Status

*Ship To Location CNTRL OFF3

Close Short All Lines \

:WRVece'iptVLines MoreiDetalls Lu;ks gndrét;trus ‘ 71'tem /Mfé Déta ‘ thlonallnput \ §'ourcerlﬁformartrion

Description WebIMS PO

STONE NO. 1, STONE

Run Close Short

Run PO Receipt Accrual

Personalize | Find | View All | €] @ First ‘4’ 10f1 ‘»’ Last

WebIMS Receipt Doc ID

Ch Add || 5] Update/Display |
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/p/ Maintain Receipts

At any time before the voucher is created,
receipts can be updated as needed.
However, once a voucher is created the
receipt cannot be updated or cancelled.

Navigate to the Add/Update Receipts page
using the following path:

Main Menu > Purchasing > Receipts >
Add/Update Receipts

ZCARDINAI: All * | Zearch

Favorites» |  Main Menu~ > Purchasing = > Receipis»

Receiving

Find an Existing Value Add a New Value

Business Unit 50100 |C
Receipt Number|NEXT
PO Receipt

Add

Find an Existing Value | Add a New Vvalue

> Add/Update Receipts

28
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#/ Maintain Receipts (continued)
/

All ~ | Search

Find an Existing Receipt: E,‘_cnnnmm:

Favorites - | Main Menu - > Purchasing ~ > Receipis ~ > Add/Upd

« Select the Find an Existing Value tab.

Receiving

* Enter as many search criteria as needed to
narrow the search.

Enter any information yvou have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value I Add a New Value

i CIle SearCh . - Search Criteria

Business Unit[=_w] Fo100 x
» Select and click on a receipt from the result(s) Recetpt Number [begins with |
. Bill of Lading
displayed at the bottom of the page. PO Business Unit[begins with /]
ftem 1D
PO Mumber [begins with |
Ship Teo Location
Shipment Number
Supplier 1D

Received Date

Receipt Status[= ~]
User 1D

[Jcase sensitive
Limit the number of results to (up to 300): (300

Je)

AllEL LLOS

| Search ||| Clear | Basic Search [EF save Search Criteria

Search Results

300 of 217716 results are displayad.

View All

Business Unit Receipt Number Bill of Lading PO Business Unit Item 1D PO Number
50100 8332 (blank) 50100 92658502000 0001023758
50100 18765631 (blank) S0100 92388901002 0001138808
50100 1273219 (blank) 50100 9625001000 0001129506
50100 18320372 (blank) 50100 (blank) Q001121434




f ¢
’

» Maintain Receipts (continued)
/

The Maintain Receipts - Receiving page opens to the Receipt Lines tab. Use the tabs when adding the
receipt to make any necessary changes.

I? CARDINAL
P All ~ | Search * | Advanced Search [g] Last Search Resulis

Favorites | Main Menu - » Purchasing = > Receipts~ > AddUpdaie Receipis

Maintain Receipts

Receiving

Business Unit 50100
Receipt ID 0001884214 Add Header Commenis Activities
Header Details Document Status

Header

| Close Short All Lines | Run PO Recsipt Accrual

Select Purchase Order
Personalize | Find | View Al | 4] = First ‘4 10of1 '} Last

Receipt Lines

Receipt Lines IMore Details Links and Status Item / Mfg Data QOptional Input Source Information WebIMs | [F=¥

Line Item Description Receipt Qty :I%E:‘v Receipt Price Accept Qty Status Category g:_?:; Serial I?r?:,::rf ﬁtg&k
1 F% 7503532020 STOMNE NO. 1, STONE 130.0000 % LTH | & 2499000 130.0000 Received 7503532 LTH & x
interface Receipt Run Close Short

[5/save || Retunto Search ||+ | Previousin List |[s] NextinList |[=]MNotify |[{* Reiresh | =, Add || JE Update/Display




@ Maintain Receipts (continued)
/

Manage Receipts:

The Manage Receipts task is generally related to the return of rejected goods to the supplier. The receiver
contacts the supplier about the shipment of goods to determine how to return the merchandise. The supplier
may issue a Return Materials Authorization (RMA) to the agency to use for the return of goods.

Comments may be added to the receipt from the Maintain Receipts — Receiving page by clicking the
Activities link.

Access the Maintain Receipts — Receiving page using this navigation path:

Main Menu > Purchasing > Receipts > Add/Update Receipts

31



@ Maintain Receipts (continued)
/

Close Receipts:

Once all the goods/services received have been marked on the Maintain Receipts — Receiving page, the
Receipt Status updates to Fully Received.

Updates can still be made on the Maintain Receipts — Receiving page.

However, once a PO is matched to the voucher entered to pay for the goods/services received, no additional
updates can be made.

The Close Receipts process, which runs nightly, closes receipts that have been matched to vouchers so that
no further action can be taken on them. The receipt header status is set to Closed.

The related PO is considered complete if all PO lines have been received and related receipts have been
closed.

32



}) Simulation: Creating and Maintaining Receipts
/7

You will now view a simulation that demonstrates Creating and Maintaining Receipts.

Click on the icon below to start the simulation.

33


http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Managing%20Receiving/index.html?Guid=4364c51b-e4e4-4ff8-8284-2802d632ec63&Mode=T&Back

}) Lesson 2: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.

34



When shipments arrive from vendors, the items included in the shipment go
through a receiving process. This involves recording the items delivered and
comparing the shipment to the original order.

O True

O False

35



}) Lesson 2: Summary
/

‘ Create and Maintain Receipts

In this lesson, you learned:

« How to create a receipt when goods/services are received

 How to find and manage existing receipts

36



;) Lesson 3: Introduction
/s

This lesson covers the following topic:

Review Receipt Information

37



V4

The Review Receipt Information page allows review of Receipts, Partially Received POs, Receipts by

Location, and Document Status fields.

7 Review Receipt Information

Navigate to the Review Receipt Information page using the following path:

Main Menu > Purchasing > Receipts > Review Receipt Information

The next selection depends on the type of review needed. Click the Receipts link to access the Receiving

page.

48 CARDINAL

o

Home

" | Advanced Search (ol Last Search Results

o mmmmmom P e

Reports

Review Receipt Informat
Accrue Receipts
Add/Update Receipts
Budget Check

Close Landed Costs
Close Receipts

Close Short

Entry Event Request

Generate Journals
L4

|3

Waorklist Add to Favorites

Personalize Content | Layout

All  ~ | Search
Favorites = ‘ Main Menu -
- -
3 Pricing Configuration r -
Menu - nyCardin|
L3 Procurement Contracts ’
My Favorites - Beqin 0
myCardinal Fina I Production Control » g
Employee Seif-g [ Products * hyCardir
Manager Seli-Sg (1 Program Management Y |21 Final
i - J
Supplier Contrac| Project Costing y B
Customers ~ .
Products L3 Proposal Management b BAl
E i 3 Analyze Procurement
Customer Contry —  Purchasing N v
Order Managem{ (2 Quality &1 GPO Contracis
Pricing Configur{ (1 Real Time Bottom Line | —  Procurement Cards
Customer Retur| Reporting Tools 1 Purchase Crders
Items - = .
Cost A " J  Resource Management B Receipls
ost Accounting| ~
. [J  Reguest for Quotes
Suppliers L Risk Management - -
Procurement Co| = SCM Integrations & Requisitions
Purchasing 3 services Procurement | = Return To Vendor / Supplier
Inventory T3 setup Financials/Supp 1 Supplier Schedules
eProFurement 1 sourcing 03 vendor Rebates
Services Procurd
Sourcing L1 staffing '
Engineering ™ Cinttans Manare .

L tanufactiuring N

-

D Accrual Accounting Entry

D Advanced Shipment Receipts
] AsN History

[l penvery inquiry

D Document Status

D Entry Event Journal Drill Down
D GL Journal Drill Down

[[] _ Pantially Recelved POs
[ Receipts
Receipts by Location

Financials Links

|F| Cardinal HCM
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On the Receiving page, enter the search

criteria under the Find an Existing Value tab.

Click the Search button.

Click on the link for the receipt to be viewed.

/,j Review Receipt Information (continued)

ﬂcnnnl NAL ]| Al = | Search

Fawvorites - | MMain Menu - > Purchasing - > Receipis ~ > AddUpd

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value I Add a Mew Value

"Search Criteria

Business Unit[=_w] Eo100 x
Receipt Number
Bill of Lading
PO Business Unit[begins with |
ltem 1D
PO Number [begins with ~ |
Ship To Location
Shipment Number
Supplier 1D

Received Date

Receipt Status [= ~] ]

User ID | begins with s

[ case sensitive
Limit the number of results to (up to 200} 300

Je)

pAllap pLLe

| sSearch ||| Clear | Basic Search E¥ save Search Criteria

Search Resulis

300 of 217716 results are displayed.

WView All

Business Unit Receipt Number Bill of Lading PO Business Unit Item 1D PO Number
S50100 8332 (blank) 50100 9283502000 0001023758
S0100 18766231 (blank) 50100 9233901003 0001132202
50100 1873219 (blank) 50100 9685001000 0001129506
50100 12820372 (blank) 50100 (blank) 0001121434
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},\/ Review Receipt Information (continued)
/

The Receipts page is displayed for the receipt desired. Use the Receipt Lines tab to review the receipt

information.

Click on the Comments icon to review comments for the line.

|?,‘CARDINAL' |

Favorites v ‘ Main Menu v
Unit 50100

Receipt Lines

Sel Item

(| 1 7503532020

Header Detalls
Document Status
Distribution

[[ah Return to Search | [[=7] Notify

Receipt Lines I More Line Data :

Al ~ | Search

| » | Advanced Search [g] Last Search Results

> Purchasing~ > Receipisv > Review Receiptinformation~ > Receipts

Receipt No 0001884214

Optional Input

Description

STONE NO. 1, STONE

Line Details
Header Comments

Putaway Information

Source On-line

Price Amt Only

24.99000

Manufacturer Info

Receipt Status Received

Personalize | Find | View All | (2] = First ‘4 10f1 ‘»' Last

Recv Qty Sf)(;)ll Reject Qty Device Track

130.0000 LTN @

Asset Information

Display RTV Information Line Status

Device Tracking
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7} Review Receipt Information (continued)

Click the Sel (Select) box next to a line to activate the related hyperlinks. Click on any of the active hyperlinks
to view additional details for the line.

ﬁcnnmmr

Favorites « | Main Menu ~
Receipts
Unit 50100

Receipt Lines

Receipt Lines More Line Data

Sel Item

Mo

7503532020

Al - | Sgarch

> Purchasing ~ > Receipis ~

Receipt No 0001384214

Optional Input
Description

STONE NO. 1, STONE

% | Advanced Search [Z| Last Search Results

Review Receipt Informafion ~ > Receipis

Source On-line

Receipt Status Received

Personalize | Find | View All| B0 [ First

Price Amt Only Recv Gty

2499000

130.0000

Eg“h‘; Reject Oty

LTH ]

Header Details

Document Status

Distribution

Line Details
Header Commenis

Putaway Information

Manufacturer Info
Display RTV Information

Device Tracking

Asset Information

Line Status

I :H Return to Search

| [=] Notify

4

Device Track

10f1

) Last
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74 Review Receipt Information (continued)
/

Use the More Line Data tab to view the Accept Qty (Accepted Quantity), the Net Recv (Net Amount
Received), Status, Ship To, and Due Date information. The information on this tab is the same as on the
Adding a Receipt page. Click the Header Details hyperlink to open the Header Details page.

F,HJ. All ~ | Search ¥ | Advanced Search [Z] Last Search Results
Favorites - ‘ Main Menu -~ > Purchasing ~ > Receipis~ > Review Receipt Information ~ > Receipis
Receipis
Unit 50100 Receipt No 0001834214 Source On-line Receipt Status Received
Receipt Lines Personalize | Find | View Al | &2 ] B First ‘%) 10f1 ‘' Last

Receipt Lines | More Line Data | Optional Input

Sel Insp Gty Accept Gty MNet Recv Supplier UOM Status Ship To Due Date Supplier Item ID GTIN

M1 130.0000  130.0000 LTH R CMTRL OFF3 122272016
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Commenis Dizplay RTV Information Line Status
Distribution Putaway Information Device Tracking

|oh Return to Search =] Notify




},\/ Review Receipt Information (continued)
/

The Header Details pop-up window provides

Header Details x
additional information about the receipt such
H H H Business Unit 50100 Recv Date 01/08/2017
as the Recelpt No’ Suppller’ and Shlp TO' Receipt No 0001884214 Receipt Time 2:16PM
Source On-line UserID GEORGE.MASON
Supplier 0000033093 Receipt Status Received

Click the Return button to return to the
Receipts page.

Location MAIN Supplier LL Carter & Son Inc

Ship To CNTRL OFF3

Ship Date 01/08/2017 Last User to Modify GEORGE.MASON
Carrier ID Container ID
Vehicle ID Nbr of Cartons
Driver ID Pallets In
Bill of Lading Pallets Out
Packing Slip Port Of Unloading
Shipment Number Ship From Country USA
Pro Mumber Ship From Location
Invoice Allow ERS
Invoice Dt Op Match Status To Match
Freight Terms Match Rule STANDARD
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The Document Status page allows viewing information on the receipt, including Status, Document Date,

Supplier ID, and Location.

Click the Document Status button.

%/ Review Receipt Information (continued)

|?ACARDI NAL|

Favorites | Main Menu «
Receipts
Unit 50100

Receipt Lines
Receipt Lines || More Line Data

Sel User ID

1  GEORGE.MASON

Header Details
Document Status
Disfribution

|a* Return to Search [=] Motify

Al ~ | Ssarch

> Purchasing~ > Receipts +

Receipt No 0001384214

Optional Input

Reject Reason Reject

Action

Line Details
Header Comments

Putaway Information

* | Advanced Search  [C] Last Search Resulis

> Review Receipt Information ~ > Receipts

Source On-line Receipt Status Received

Personalize | Find | View All | 2] &

RMA Number Line Nbr  Invoice Number PK Slip No Pro Number

Manufacturer Info
Display RTV Information Ling Status

Device Tracking

First ‘4 1of1 '}’ Last

Asset Information
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s/ Review Receipt Information (continued)

If applicable, view any associated Document Status
requisition, PO, contract, voucher, Business Unit 50100
and payment related to the receipt by Document Date C108201 I
. . . . Currency USD ocument Type Recei
clicking on the hyperlink in the DOC Merchandise Amt 324870
ID field. Short Supplier Name LL CARTER -003 Carrier ID
Source On-line Bill of Lading

Click the Return to Search button to

navigate back to the Receipts page. = * =
M = & oo -
i Sourcin Procurement Purchase i fouct
E\rents[% Contracts(1) Orders(1)
| showAl |
Associated Document Personalize | Findl\fl‘elelﬁl E First ‘4 1-30f3 '} Last
Documents
Actions SetiD Eﬁ;[”m DocumentType  DOCID Status D tDate  Supplier ID L
~ Actions 50100 EH:;ig'c Soureing  py0q153578 Awarded 07H4/2016
« Actions  STATE Contract 0000000000000000000044966 Approved 071472016 0000033093
 Actions 50100 Purchase Order 0001143549 Dispatched 1212212016 0000033093 MAIN

[@ Return to Search
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Use the Optional Input tab to view optional information that may have been entered, such as Invoice

%/ Review Receipt Information (continued)

Number, PK Slip No (Packing Slip Number), etc.

ﬁCARDmAr

Favorites = | Main Menu -
Receipts
Unit 50100

Receipt Lines
Receipt Lines More Line Data

Sel User ID

1 GEORGE.MASON

Header Details
Document Status
Disfribution

[o* Return to Search [=7] Maotify

Al ~ | gearch

» Purchasing~ » Receipts~ =

Receipt No 0001384214

Optional Input

Reject Reason Reject

Action

Line Details
Header Comments

Putaway Information

# | Advanced Search [ Last Search Results

Review Receipt Information ~ > Receipis

Source On-line Receipt Status Received

Personalize | Find | View Al | 2] ] First ‘4’ 10of1 ‘* Last

RMA Number Line Nbr  Invoice Number PK Slip No Pro Number

Manufacturer Info Asset Information
Display RTV Information Line Status

Device Tracking
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Review Receipt Information (continued)

From the Review Receipt Information page, click on the:

Document Status to view details on the receipt status.

Partially Received POs link to view POs that have not been fully received.

Receipts by Location page to see basic receipt information based by location.

Customer Returr|
Items

Cost Accounting
Suppliers
Procurement Co
Purchasing
Inventory
eProcurement
Services Procurg
Sourcing

'DPCCDCDREDCDDDREDI

Project Costing

Proposal Management
Purchasing

Quality

Real Time Bottom Line
Reporting Tools
Resource Management
Risk Managemeant

-

Engineering

IDDDDDDDD DD D

Close Receipts
Close Short

Entry Event Request
Generate Journals
Inspect Receipts

Load Receipts

Lmimtmie A adhaih s e —

-

) [0 [ [ () () () [

CARDI NA[: Home Worklist Add to Favorites
Pt All ~ | search % | Advanced Search
Favorites = | Main Menu -
S - N Personalize Content | Layout
wWidnager sen-service r
E 3
Menu Manufacturing Definition & Anayze Procurement
\ i »
My Favorites myCardinal Financials =i GPO Coniracts |Message
myCardinal Fina I
E‘f : o Order Management [ Procurement Cards >
Hmp oyees Tf é PeopleTools J  Purchase Orders 4
vana_ger = . : O Receipts Reports L3 Lsort Retrieval ~=="] Financials Links
Supplier Contrag Pricing Configuration . Review Receipt Informat Accrual Accounting Entry
Customers [J  Request for Quotes
us Procurement Contracts Advanced Shipment Receints ICardinal HCM
Products - 3 Requisitions Accrue Receipts P P
Production Control ASN Hist
Customer Contrg brogucts 3  Return To Vendor / Sup Add/Update Receipts Istary
A —~ Delivery Inqui
Order Managem C1  Supplier Schedules Budget Check ry Inquiry
Pricing Configurg Program Management | cl Landed Cost Document Status
[ wvendor Rebates ose Landed Losis

Entry Event Journal Drill Down

GL Journal Drill Down

Partially Received POs

Receipts

Receipts by Location

Sign out

0

Q

~
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};} Review Receipt Information (continued)
/

Review Partially Received POs:

On the Partially Received POs search page, enter as many search criteria as desired to narrow the results.
Buyer is a required field. Click Search. Results matching the criteria are displayed.

5”"‘CARDINAL All ~ | Search % | Advanced Search
Favorites - | Main Menu - » Purchasing~ > Receipis~ > Review Receiptinformation ~ > Pariially Received POs

Partially Received POs

| *Buyer GEORGE.MASON Q, |
Business Unit From o
Business Unit To o)

PO Date From |10/09/2016 |[H]

PO Date To 01/09/2017  |[z]

Partially Received POs Personalize | Find | View All | 2] [P First ‘4 1-20f2 '}’ Last
POBU POID PO Date Procurement Card PO Qfy to Recv  Qty Received ~ Merch Amount '?1{;2 Merchandise Amount Received
0100 0001143552 01072017 125.0000 3123750
50100 0001143553 0170972017 250.0000 200.0000 6,247.500 4.993.000

=] Notify




»/ Review Receipt Information (continued)
7/

Review Receipts by Location:

On the Receipt Inquiry Selection Criteria page, enter as many search criteria as desired to narrow the
results. Click OK.

?&CARDINAL All - | Search % | Advanced Search
Favorites + | Main Menu - » Purchasing - > Receipis ~ : Review Receipt Information ~ > Receipis by Location

Receipt Inquiry Selection Criteria

Business Unit 50100 QL
Location [10 ® |, VDOT Central HCM
Receipt No QL
Receipt Line QL
Distribution Line QL
Item ID QL
Date Range E1 Bl

(8]:4 Cancel
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7} Review Receipt Information (continued)
/

On the Receipts by Location page, the Receipt Locations tab displays basic receipt information based on
the search criteria entered.

5*“*CARDINAL Al ~ | Search % | Advanced Search
Favorites | Main Menu ~ » Purchasing~ > Receipts ~ : Review Receipt Information~ > Receipis by Location

Receipts by Location

Business Unit 50100

Receipts Personalize | Find | View Al | G| [ First ‘4 1-50f46 "*' Last
| Receipt Locations || Quantity and Amount | [F=¥)

Location PO Unit Receipt No Receipt Line Seq Distribution Line Item 1D More Information

PROPERTY MAMAGEMENT SERVICES

10 50100 0001562130 1 1 1 9716001000 PROPERTY MANAGEMENT SERVICES

TRAINING, MISCELLANEOQUS

10 50100 0001564057 1 1 1 0243535000 e s
10 50100 0001565820 1 1 1 2013012000 Roadeo Caps
TRAINING, MISCELLANEOQUS
10 50100 0001567853 1 1 1 0243535000 e i
10 50100 0001569796 1 1 1 9716001000 PROPERTY MANAGEMENT SERVICES

PROPERTY MANAGEMENT SERVICES

Total Cost 763275.0500
[+] Notify




},\/ Review Receipt Information (continued)
/

On the Receipts by Location page, the Quantity and Amount tab displays the Distributed Quantity and

Merchandise Amount Base.

ﬁcnnm NAL

Receipts

Favorites - | Main Menu +

Receipts by Location

All = | Search

Business Unit 50100

Receipt Locations | Quantity and Amount | [0

Received Date

0aMz22012
oor21/2012
09272012
10M05/2012

10182012

[ Motify

Distributed Quantity

Standard Unit of Measure

1.0000

72.0000

15.0000

27.0000

1.0000

IMOM

EA

EA

EA

MOM

# | Advanced Search

» Purchasing = > Receipis~ > Review Receipt Information ~ > Receipis by Location

Refresh

Personalize | Find | View Al | B9 B3

First

.

1-50f46 '*' Last

Merchandize Amount Base

358.813.520
14,760.000
333.000
5,535.000

39,813.520

Total Cost T63275.0500
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}) Lesson 3: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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The Review Receipt Information page allows you to review Receipts, POs,
Receipts by Location and the Document Status.

O True

O False
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}) Lesson 3: Summary
/

In this lesson, you learned :

 How to access receipt information and related document status
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}) Course Summary
/

PR346 Managing Receiving

In this lesson, you learned:

* How to understand receipts
* How to create and maintain receipts

* How to view receipts
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y Course Evaluation
/

Congratulations! You successfully completed the 501 PR346: Managing Receiving course.
Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.
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http://www.surveymonkey.com/s/392M6QG

g/ Appendix
/ﬂ PP

« Key Terms
« Diagrams and Screenshots

* Flowchart Key
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g/ Key Terms
b e

Purchase Order (PO): A purchase order is a commitment from an agency to a supplier to purchase goods
or services from that supplier. The purchase information, such as item, quantity, freight terms, shipping
terms, payments terms, and shipping instructions, is listed on the document and is part of the contractual
nature of the purchase order.

Receipt Lines: Cardinal allows you to create one receipt that includes delivery of multiple PO items, or many
receipts that each include a partial delivery of items from one PO.

Receipts: Receipts are created when items that were ordered from a supplier arrive at your business
location.

Receiving: Receiving is the process of documenting the receipt of goods or services against a purchase
order (PO).
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;} Procurement Overview
J

PCard
Transactions

A

y

.| Add / Update

Contracts

Procurement
Card/ ISSP
Processing
ISSP
Transactions
v
Create
Strategic
Sourcing POs
Event l
YVv
Cardinal | Add / Update . Add / Update
ltems & * Requisitions » Purchase
Suppliers q Orders

A

:

WebIMS

SiteManager

Confirming Order

eVvA !

Receive
Goods?

Yes—»

FleetFocus
M5
A
nterfaced | Cardinal | |
Vendors Suppliers
A
N Accounts
Payable
A
Receive and
Inspect
Goods
General
Ledger

Stock Issuance Requisitions

Doc Id / Inventory Item

A
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y Select Purchase Order

grﬁCARDINAL All ~ | Search > | Advanced Search
Favorites - | Main Menu = > Purchasing~ > Receipts~ : AddUpdate Receipts

Select Purchase Order

Search Criteria

PO Unit [F0100 x|Q Days +/- Today
D Q Start Date |10/01/2016
Line / Schedule / End Date 0471942017
Release Supplier Name
[tem ID ') Supplier Item 1D
Ship To |CNTRL OFF3 6] Manufacturer ID
Ship Via ') Manufacturer's ltem ID
Retrieve Open PO Schedules
| et | Receipt Qty Options
) No Order Qty  ordered Oty
| OK || Cancel || Refresh

100

e
el

Q Supplier Lookup
)

® po Remaining Qty

Click on image to return
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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