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(A) Click Procurement/ Contracts tab.
(B) Click Process Transactions.
(C) Click MIGO - Post, Change or View Goods Receipt/Issue

A
|

Welcome MICHAEL MARTIN .
o ol

e Process Transactions

Detalled Navigation
+ Diply PO Erors

+ Display Purchase Order (Hlf)
+ Mainain Senvce Entry Sheet
+ Manage Contracs

+ Manage Purchase Order

Portal Favorites




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
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2. (A) Enter the Purchase Order number. Hit Enter.

Post, Change or View Goods Receipt/lssue

Goods Receipt ~ Settings  System  Help

@ | Y dH COQ@ CHE HDhoo

Goods Receipt Purchase Order - JANICE KING

Hide Overview | [ | Hold Check pPost | [ElHelp

| | Goods Receipt v |Purchase Order vi 14500118007:

My Documents ]

¥ Purchase Orders i
« 4500124087 Vendor . @@
* 4500113925

+ 4500123271 Document Date  |03/06/2015 Delvery Note |
4500088525

: 4500111450 Postng Date _[03/06/2013| Bil of Lading , | HeaderText |

* 4500121405 8 [ [indwidual Sip v|
+ 4500112128

* 4500116471 , .
. 4500116472 Line Mat. Short Text (0K Qty in UnE E... SLoc

* 4500121545
¥ Orders
¢ BENK




3. (A) The displayed line items have not been received.
(B) Verify the Vendor’s Name.

Fost, Change orView Goods Receiptissue or 'AREY-JONES EDUCATIONAL

Goods Receipt Purchase Order 4500118007 - JANICE KING erText ’
& ~dEH I CE@ CHE DDO8 @ & m
Goods Receipt Purchase Order 4500118007 - JANICE KING

Hide Overview | [] | Hold Check Post [ElHelp

| | E] | Goods Receipt ~| [Purchase Order -] [ @ GR goods receipt

My Documents

~ Purchase Orders
4500124087
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4. (A) Click the Account Assignment tab.
(B) Verify the Cost Center.

l l@ |ﬂ Delete H Contents ]
A

G/L account |440001 |

Fund 10 7400
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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 Receipt/lssue

Goods Receipt Purchase 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.

Goods Receipt Purchase Order 4500118007 - JANICE KING
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9. (A) After Clicking Post, the Material Document number appears in lower left corner.
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 Display.
(B) 2nd field automatically changes to Material Document and your
Material document number is populated. Hit enter.

Post, Change or View Goods Receipt/lssue

Display Material Document - JANICE KING
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11. (A) Material Document number and (B) The lines received are
displayed.

Display Material Document 5000542908 - JANICE KING
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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.

Display Material Document 5000542908 - JANICE KING
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13. (A) Change the Display back to Goods Receipt. (B) Enter the PO nhumber
and press enter. (C) You get the information message.

Post, Change or View Goods Receipt/issue
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PRrocess a Partial Goods Recei




14. (A) Enter the Purchase Order number. Hit Enter.

A
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15. (A) These item(s) have not been received. (B) Verify the Vendor’s name.

MIGO - Post, Change or View Goods Receiptilssue
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16. (A) Click the Account Assignment tab. (B) Verify the Cost Center

Ml @]@] GR goods receipt D
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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.

A
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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.

Goods Receipt Purchase Order 4500264995 - MICHAEL MARTIN
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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

Asset Management J Procurement/ Contracts

Manage Master Data | Process Transactions

Procurement/Contracts

Detailed Navigation

* Diplay PO Errors
* Display Purchase Order (MM)
* Maintain Service Entry Sheet




21. (A) Enter the purchase order number in the Number field.
(B) Click Apply.

Purchase Orders - All

| + Hide Quick Criteria Maintenance | v

Number: | =| |4500118007| | I

Purchase Order Name:

ltem Description:

Status:

Timeframe:

Creation Date:




22. (A) Click the LINK for the purchase order that is displayed under the
Purchase Order Number heading.

Vi, e Ve Create Purchase Order | Create with Reference 4 | Copy |1 Display
Export4

0y Purchase Order Number = Purchase Order Name | fem Number ‘ fem Name
=1 4500118007 ‘ Local Purchase Ordert MDELGADQJ001 01726 1 HP PROBO

Local Purchase Ordert MDELGADOJ001 0126 2 ADDTLINT

Local Purchase Orderf MDELGADOJ001 01226 3 CAE-WAS




23. (A) Click Tracking Tab.

Display Purchase Order:4500118007

Purchase Order Number 4500118007 Purchase Order Type Purchase Order Status Ordered

| Close | ‘ | Print Preview | ‘ | Refresh | | | Check || Export |
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m Header k ftems ©  Notes and Attachments k Approva Tracking ﬂ

General Header Data Note t

Purchase Order Number: 4500118007

Purchase Order Name: Local Purchase Order1 M

Supplier: * 1000004373 AREY-JONES EDUCATIONAL




24. (A) The Material Document number is on the Confirmation line.

| Display Purchase Order:4500118007

Purchase Order Number 4500118007 Purchase Order Type Purchase Order Status Ordered Document Date 01/26/2015
Smart Number Supplier AREY-JONES EDUCATIONAL

A

 Close | ‘ | Print Preview | ‘ | Refresh | ‘ | Check || Export |
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View: United States Dollar v |

Document ‘ Name { Document Number ’ Back-End Pocument Number
Central Contract ~ HP COMPUTER SYST AND REL EQUIPMENT. AREY 4400001181 v
Confirmation 2015/5000542908
Snopping Garn . 10036017151 300INON/ 100023701 1130 1000237011

Purchase Order  Local Purchase Order! MDELGADOJ001 01/26 4500118007 4500118007




