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In a scenario in which a shipment of goods is received incomplete, a partial goods receipt must be posted for the items
that were received. A partial goods receipt is also the method used to pay a service with installment payments as the
service is rendered. Note: For services that require multiple goods receipt, please make the quantity the dollar amount

and make the Unit Price equal to $1.00

1. Enter the PO number and click Enter or the Execute button.
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2. Under the “Quantity” tab, for line 1, enter the amount received in the field named: “Qty in Unit of Entry”,

then click item ok and the “Next Item Button”@
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3.
click item ok and the “Next Item Button”@
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4. Forline 3, enter the amount received in the field named: “Qty in Unit of Entry”, then click item ok and

the “Next Item Button”.@ Note: “The Qty in Unit of Entry” and “OK” checkmark can also be entered directly
into the cell .
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5. Click “Check”. The message displayed will show the remaining deficit on the PO; this is a warning message
providing information on how much quantity will be left after posting the goods receipt. To close the message
box, click the green check mark on the lower left corner of the message. Final step is to “Post” the goods receipt

Goods Receipt Purchase Order 4500009634 - LAUSD Test User 241

Hide Overview O Hold check Post | [ElHelp

[El=] @] =] Posting D:

atg 0/09/2013 Bill of Lading HeaderText
My Documents B 0 [fdvidul fin -
~ Purchase Orders
* 4500009634

- asnnnnanss Line |Mat. Short Text OK | Qty in UnE E...|Sloc Cost Center |G/L Account|Batch Waluation ... M...|D|Stock Type el
i Ell 430001 101 + Unrestricte. ¥ Sc
T 430001 101 + Unrestricte. ¥ SC a
A |z | reen| nessager e LTz 430001 101 + Unrestricte. ¥ 5S¢~
0
1 s 1|Deficit of PU Ordered guantity 1 EA : 1000 %
& z|Deficit of FU Ordered quantity 1 EA : 1000

()@ Tachmeaiinformatian |[14][ 4 1] 1) (T8 ) (7)) _chocse | smve () EBEI@ 0 )@ 0 (2 2 (@ o)E))

Qty in Delivery Note

Quantity Ordered 1 EA

No. Containers

m oK Line 3

6. To log off, Click “System” and select the “Log Off” option, or simply click the “X” button on the browser.

@8 SAP NetWeaver Porial T Tnternet EXPIGIET provided By CAUSE T — — e — Lol S
) @2z hutp/saptp7-3da WV prteventname/Navigate/priroot/pediiaportal_contentiZfevery. useriZfgenerali2fdefauhDesktop 2fframeworkPagesi2ffameworkpagei2fcom sap.por ~ | 21 | 43 | 5 || 5 o ~|
es  Tools  Help = = = —
- P select
{9 ANCILE uPerform Worksp... Z* QAL-SAP NetWeaver Portal &) Learing Zone i LRP website S TRAINING ENVI {2 SHAREPOINT M Welcome to BASE Trainin.. @ Materiel Man:
e v Page~ Satety > Tools v g~
sotenfle [ System | Help
- Sote ¥ ™ &9 &) PN @
|% .| Goods Recdip > S Test User 241
>
Hide Overview o id %
[Zi(=] (@] =] [cofds > Sl =) [le=2 TR GR goods receipt 101 =
My Doc
= >
ol Datvary Note
Pe &1l of Lading HeaderTaxt
=}
oK |Qty in UnE E...|stoc Baten Valuation ... |M...D|Stock Typa pint 5. |Customar. [T}
) [ m [of) o)
{L=]] Matarial
(3 Material document 5000000364 posted w o
Done @ Intemet | Protected Mode: Off | a - ®i00% -

Page 2 of 2




