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(A) Click Procurement/ Contracts tab.
(B) Click Process Transactions.
(C) Click MIGO - Post, Change or View Goods Receipt/Issue
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1. Post, Change or View Goods Receipts/Issue
(A) Notice Goods Receipt and Purchase Order options are the defaults.

Post, Change or View Goods Receipt/lssue

Goods Receipt Purchase Order - JANICE KING
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2. (A) Enter the Purchase Order number. Hit Enter.

Post, Change or View Goods Receipt/lssue
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3. (A) The displayed line items have not been received.
(B) Verify the Vendor’s Name.

Post, Change or View G R

or ' AREY-JONES EDUCATIONAL

Goods Receipt Purchase Order 4500118007 - JANICE KING erText [
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4. (A) Click the Account Assignment tab.
(B) Verify the Cost Center.

| | |ﬂ Delete " Contents | @

A

_—x
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5. (A) Check the Item OK button for each line item.
(B) Click the yellow NEXT ITEM scroll icon. Repeat for all line items.
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6. (A) Verify all OK boxes are checked to perform a “CLEAR ALL".

Post, Change or View Goods Receiptilssue

Goods Receipt Purchhase Order 4500118007 - JANICE KING
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7.(A) Click Check once. (B) Verify that all message boxes are GREEN for each line.
(C) Document is O.K. appears in lower left corner.

Goods Receipt Purchase Order 4500118007 - JANICE KING
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8. (A) Click POST once to process the receipt of all line items.
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(A) After Clicking Post, the Material Document number appears in lower left corne
The Material Document number is automatically added to the purchase order.
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10. (A) After posting, Click the drop down icon and change Goods Receipt to Displa
(B) 2" field automatically changes to Material Document and your
Material document number is populated. Hit enter.

Post, Change or View Goods Receipt/lssue
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11. (A) Material Document number and (B) The lines received are

displayed.
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12. (A) Click the Doc. Info tab to view the person’s name and the date-time
stamp when the Goods Receipt was entered.
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13. (A) Change the Display back to Goods Receipt. (B) Enter the PO number
and press enter. (C) You get the information message.

Post, Change or View Goods Receipt/lssue
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14. (A) Enter the Purchase Order number. Hit Enter.
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A) These item(s) have not been received. (B) Verify the Vendor’s na

MIGD - Post, Change or View Goods Receiptilssue
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6. (A) Click the Account Assignment tab. (B) Verify the Cost Cente
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Document Date 1170972016 Delivery Note
Posting Date 11/09/2016 Bill of Lading | HeaderText |

= [ |Individual Slip -|

| wvendor [3uPITER ED. TMC.

Cost Center |G!L Account | Batch

(OK |Gty in UnE E... SLoc
1354801 580020

Line |Mat. Short Text
[ 1 UPITER 10 ONLINE GRADING SYSTEM [ 1,250 EA

E][E]l |[@][[F_EP] i Delete |[ contents ][E’i@] @]@

[ A
5| Materal | Quantty | Where - Purchase Order Data VPaMErEK

G/L account 580020
Fund [010_ooo0 |
ICost Center [1354801 lK Grant [NOT RELEVANT
|

Funded Program |oPRODOOO
|

| Commitment Item [se0ozo

Functional Area Tll0-1000-13027 |

Funds Center [1352801




17. To perform a Partial Goods Receipt, (A) Click Quantity tab.
(B) Change the “QTY in Unit of Entry “ field to the received amount.
(C) Place a check mark in Item OK by clicking in the box.
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18.(A) Click Check. (B) A yellow Warning message “Deficit of PU ordered quantity “
indicates a remaining quantity. Close the message.
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19. (A) Click Post once.

Post, Change or View Goods Receipt/lssue

Goods Receipt Purchase Order 4500111450 - JANICE KING
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20. (A) Click Procurement/Contracts tab. (B) Click Process Transactions.
(C) Click Manage Purchase Order

Welcome JANICE KING
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[ 4] »|
Detailed Navigation
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21. (A) Enter the purchase order number in the Number field.
(B) Click Apply.
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Status:

Timeframe:

Creation Date:




22. (A) Click the LINK for the purchase order that is displayed under the
Purchase Order Number heading.
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23. (A) Click Tracking Tab.
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24. (A) The Material Document number is on the Confirmation line.
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	              10. (A) After posting,  Click the drop down icon and  change Goods Receipt to Display. �(B)  2nd field automatically changes to Material Document and your�Material document number is populated.  Hit enter. 
	                  11. (A) Material Document number and (B) The lines received are�displayed.
	                  12. (A) Click the Doc. Info tab  to view  the person’s name  and the date-time �stamp when the Goods Receipt was entered. 
	                  13. (A) Change the Display back to  Goods Receipt.  (B) Enter the PO number �                           and press enter.  (C )  You get the information message. 
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	14. (A) Enter the Purchase Order number. Hit Enter.�
	15. (A)  These item(s) have not been received.  (B)  Verify the Vendor’s name.
	16. (A)  Click the Account Assignment tab.  (B)  Verify the Cost Center
	                  17. To perform a Partial Goods Receipt, (A) Click Quantity tab.�               (B) Change the  “QTY in Unit of Entry “  field to the received amount. �           (C) Place a check mark in Item OK by clicking in the box. 
	                  18.(A) Click Check. (B) A yellow Warning message “Deficit of PU ordered quantity “ �                                    indicates a remaining quantity.  Close the message. 
	                  19. (A)  Click Post  once.
	20. (A) Click Procurement/Contracts tab. (B) Click Process Transactions. �(C) Click Manage Purchase Order 
	21. (A) Enter the purchase order number in the Number field. �   (B) Click Apply.  
	                 22. (A) Click the LINK for the purchase order that is  displayed under the �                               Purchase Order Number heading.
	                                         23. (A) Click Tracking Tab.
	                  24. (A) The Material Document  number is on the Confirmation line. 

