Data Entry of Creditor Invoices (Job Related Costs) – Goods Receipt Entry 



To enter a Supplier Invoice (EG. NHS Invoice) that has Job related costs you would use the Goods Receipt Entry process (potReceiptsEntry) found in the Purchase Order Transactions, Goods Receipt Processing Menu.
Fields indicated as mandatory (Red Label eg. Supplier, Invoice No etc.) Require data input, where other fields (eg Reference etc) do not necessarily require data input, but can be changed.
SCREEN 1 – RECEIPT ENTRY
· Quick Receipt – Order Number.  If you have an existing Purchase Order entered in the system, you can enter that number here.  All details from that Order will then default in this process.  You can then simply ‘tick’ off all items from the Order.

If you have not entered a Purchase Order into the system, leave this field blank.
·  Supplier – Type in the Supplier’s code, found by using Search facilities or from your paperwork.

· Invoice No – Type in the Invoice Number from the Supplier for this transaction.
· Receipt Date – This will default to today’s date.  Leave if this is correct.  Change to required date if necessary. This is the actual date that you physically received the products, material etc.
· Reference – This will default with Supplier code, and Invoice Number.  Change if necessary.
· Invoice Received – Is checked and grayed out. 
· Pay to Supplier – Defaults with supplier code entered in first field of this screen, or if you have a different Pay to Supplier set in Suppliers Maintenance process, that supplier code will default here. This field can be changed if you want to pay this Invoice to a different supplier.
· Control Account – Is a display field and defaults with the Account set in the Suppliers Maintenance process, Accounts screen, Control Account field.
· Invoice Date – This is the date of the Suppliers Invoice.
· Document Date – This is the actual date of the Invoice.  It will usually be the same as the Invoice Date.

· Due Date – This is the date that payment of this Invoice is due.  It is automatically calculated by the system and is dependant on the Trading Terms for this supplier.  

· Discount Date – This is the date that if payment is made before the amount of discount – if any (as set in the Discount Amount field) can be deducted from the payment. 
· Invoice Total – This is the (including GST) total amount as shown on the suppliers Invoice.
· Non discount Amt – Refers to any amounts that are non discountable.  
· Discount Amount – Refers to the amount of discount that will be deducted if payment is made before the discount date.  This figure is system calculated based on details set in Supplier Maintenance process.
· Withhold – Check for Yes if you need to withhold tax from the Supplier because of non supply of ABN. 
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Figure 1: Screen 1 - Receipt Entry screen of Goods Receipt Entry Process
SCREEN 2 – PRODUCTS

ONLY USE THIS SCREEN IF YOU ARE USING INVENTORY
If you have entered a Purchase Order on Screen 1 - Receipt Entry screen of this process, and on the Purchase Order, you had ordered Products; this screen would default with details of the Products from the Purchase Order.   You would then only need to enter the Qty received for each product.
If you are not receipting any Products from your Supplier at this time, you can simply leave this screen blank. 

However, if you have not entered a Purchase Order on Screen 1 – Receipt Entry screen of this process, you can still receipt in Products from your Supplier.
· Suppliers Product Code – Enter the Suppliers Product code here.

· Our Product Code – Enter our Product Code here.  Use the Search facilities to locate the Product Code.  The Product Code entered here must already exist on the system.  If the Product Code is a new item and does not already exist on the system, with cursor in this field, right click, and select Maintenance option.  You will then be taken to Product Maintenance process where you can create this new product.  Save the Entry when you have entered all details and you will be returned back to the Receipting process, where you can then reference the ‘new’ product code.
· Product Description – Will default with the Product Description from the Product Maintenance process.  
· Entity – Is the Entity that this product is to be receipted into.  Make selection from list or leave the default setting.
· Purchases Account – Is the General Ledger Expense account what will be updated at the time of posting the Voucher in the Accounts Payable system.

· Qty Received – Enter the actual number of goods received / invoiced.  

· Fully Received – This field is used to update the Purchase Order, if the number of goods received differs from the number of goods ordered.  If for example, you ordered 10 items, but only 8 were supplied and the remaining 2 will never be supplied, you would check this box to change indicate that the items are Fully Received - the Purchase Order Qty ordered would then change to reflect a Qty of 8 ordered.  
However, on the other hand, if you ordered 10 items, and 8 were supplied today, and the remaining 2 will be supplied next week, you would not check this option at this time, indicating that the Order is not fully received.  The 2 items would then appear as still outstanding.  When the remaining 2 items were received, you would then check this option to indicate that the goods have been fully received.
· Price per – Indicates the buy price per for the item referenced here.
· Unit Cost – This is the cost of the Product. This will default from the System if an existing Product is being referenced here.  Enter the cost from the Supplier Invoice if a Unit Cost figure does not appear.
· Discount – Enter any percentage here, if you receive a discount for this product from your supplier.  Usually left blank.
· Tax – Select applicable tax code here.

· Number of Tickets – Enter number of tickets here, if you require tickets to be printed.  If not, leave this field blank. 
To continue to receipt in further products on this receipt, click the Next Row button.

When you have receipted in all Products on this screen, click on the Services button to receipt in Services if required.

If you do not need to receipt in any Services or enter any details on the Distributions screen - make sure the Total Entered agrees with the Invoice total.

Then Click on the Save button. 

Note down Voucher Number (Screen 1 – Receipt Entry) created when you have saved this Transaction 
If you do need to receipt in Services / Distributions click on the appropriate button on the left of screen.  You do not have to save the transaction at this time, however, if you do and you continue to enter details in either the Services and/or Distributions screen, be sure to click on the Save button after you have made these changes.
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Figure 2: Screen 2 – Products Screen of Goods Receipt Entry process
SCREEN 3 – SERVICES

ONLY USE THIS SCREEN IF YOU USE SERVICES.

You only need to complete details on this screen if you are receipting in Services.

· Service Code – Enter existing Service Code here.  To locate Service Code, use Search features available in the system.   
Existing Service Code in your system are:  
M – Material






L – Labour 







E – Expenses

· Description – Enter a detailed description relating to this Service Code.

· Job No – Enter Job number that will be costed with this Service expense.
· Activity – Enter the Activity on the Job that will be costed with this Service.
· Entity – The Entity to which this service will be costed.  Make selection from drop down list or leave as default.

· Expense Account – Enter General Ledger Expense Account where this service will be costed to. 
· Receipt Location – Make your selection from available options. This field is usually left blank.

· Qty Received – Enter physical quantity received for this service.
· Unit Cost – Enter actual Unit cost for this service.  

· Tax – Make selection from available list.

· OK – Will only be used to update a Purchase Order, if this service was on the Purchase Order.  Can be left unchecked if required – to indicate this service is not fully received.
Click on Next Row button to continue to receipt in further Services.

If you do not need to receipt in any more Services or enter any details on the Distributions screen - make sure the Total Entered agrees with the Invoice total.

Then Click on the Save button. 

Note down Voucher Number (Screen 1 – Receipt Entry) created when you have saved this Transaction 
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Figure 3: Screen 3 – Services Screen of Goods Receipt Entry process
SCREEN 4 – DISTRIBUTIONS

ONLY USE THIS SCREEN IF YOU NEED TO MAKE AN ADJUSTMENT.

· G/L Account – Enter a General Ledger Account to put any other distribution to that is not associated with a Product or Service.
· Entity – Enter an existing code to which this extra distribution will be costed.

· Tax Code – Select the applicable tax code from the drop down list.
· Ex Tax Amount – Enter the ex tax amount for this G/L Distribution

· $ Amount – This is the Total inclusive GST Amount for this distribution.
This screen is usually left blank BUT maybe used if GST amount does not balance on your Suppliers Invoice.  If the fields on this screen are left blank there is no need to navigate to this screen.  You should make sure that the Total Entered from all Screens agrees with the Invoice Total.  
Make any necessary adjustments if required. Making sure that the last thing you do is to save the Transaction and note down the Voucher number for the Receipt Entry Screen – Voucher field.  The Voucher number is automatically created when the Transaction is saved.
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Figure 4: Screen 4 - Distributions Screen for Goods Receipt Entry process
DATA ENTRY OF CREDITOR INVOICES (JOB RELATED COSTS)
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