Goods Receipt Entry 

GOODS RECEIPT PROCESSING
This process is used to enter Goods Receipts into the system where you have received a receipt in the form of a priced Invoice or Delivery Docket that has accompanied the goods being received.

If you have not received a priced document with the goods you should use the Goods Receipt Note Entry process.  
The priced Invoice / Delivery Docket is used to check off the actual stock received. 

Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 
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 Goods Receipt Entry Screen
This process can be used 2 ways:
Quick Receipt Entry
The idea is to enter one or more Purchase Order numbers in the Quick Receipt section.  The system will identify and display all items from each Purchase Order on the Products and/or Services page of this process.  You then match up the items ordered against the items received, checking off the actual quantities and prices associated with each item. 
Goods Receipt Entry
Under this option, instead of entering one or more Purchase Order numbers, details of each product/item as well as unit costs, tax codes and distributions are manually entered for each Delivery Docket/Invoice that accompanied the goods.

QUICK - RECEIPT ENTRY SCREEN
Use this option if there have been Purchase Order/s raised in the system for the goods being received eg. Enter the Purchase Order/s numbers under the Order Number section.
· Quick Receipt - Order Number – Used to record the orders that stock and/or services are received against. The products and services referenced by the orders entered here are then automatically displayed on the Products / Services screens, reducing the amount of keying required.
The Purchase Order numbers would/should be referenced on the Delivery Docket/Invoice.  If they are not and you want to find them in the system –
· Position cursor in Order Number field – Right click – Select Enquire option
· You are then taken to the potOrders – Maintain Purchase Orders process.

· With the cursor in the Order No field – Click on Search button at top of screen 
· You are then taken to the Search Screen for Purchase Orders. 

· Enter the Supplier Code 

· Make your selection in the Entered from Entity – to narrow down the search.  If no selection is made here - All entities will be included in the Search.
· Click on Search button bottom of screen.  Make your selection from the returned Search results. You can then navigate around the Maintain Purchase Orders process to make sure this is the Purchase Order being referenced in your Goods Receipting process.
· Exit from the Order process and return to the potReceiptsEntry – Goods Receipt Entry process and enter the Purchase Order number.

After the Purchase Order number has been entered here, the system selects all Products and Services on this Purchase Order and displays them in the Products and/or Services screens.
If the Delivery Docket/Invoices reference more than one Purchase Order, enter them here on a new line.
Each time a Purchase Order number is entered in this table, the system will select all Products and Services entered on that Purchase Order, and will add them to the Products and Services Screen for ticking off in this receipting process.
· Supplier – This will be automatically entered by the system as the Supplier Code referenced from the nominated Purchase Order entered in the Order Number table. 
· Invoice No – Enter the Supplier’s Invoice number that accompanied the goods.
· Receipt Date – Enter the date that you physically received the stock.
· Reference – Enter any extra information that you wish to record here.  You can leave this field blank if necessary.
· Pay to Supplier – This is the code for the Supplier to which payment will be made.  This will be entered by the system when the Order Number is entered.  This may or may not be the same as the Supplier who sent the goods. 
· Invoice Date – This is the date of the Supplier’s Invoice.  It is used for calculation of payment due date.

· Document Date – This is the actual date of the Invoice.  This will usually be the same as the entered Invoice Date.

· Due Date – This is the date that payment of this Invoice is due on.  The system will calculate this correctly for you based on the terms entered in the apmSupplier – Suppliers process in Accounts Payable Maintenance menu.
· Discount Date – If payment is made on or before this date, then the discount amount can be deducted from the payment.  
· Invoice Total – This is the total shown on the bottom of the Supplier’s Invoice (including Tax)

· Non Discount Amt – This refers to any amounts on the Invoice that are non-discountable, which may include freight, taxes, duties etc.
· Discount Amount – This is the amount of discount that will be deducted from the Invoice if payment is made before the discount date.  If Discount does not apply to this invoice, you simply leave this field blank.
· Withhold – Check if you need to with hold tax from this payment for non disclosure of ABN.
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Goods Receipt Entry Screen 
PRODUCTS ENTRY SCREEN

This screen is used to enter details of the goods that are being received.  These details include: Supplier’s product number, your Product code, Entity, Expense Accounts, Quantity received, price, discount, tax details, Tickets etc.
If you have referenced a Purchase Order on the Receipts Entry screen – the product details that were created on the Purchase Order will display on this screen and you only have to decide if all products from the Purchase Order were received – if so click on Receive All button at the bottom of the screen. The system will automatically set the Qty Received to be the same as the Ordered Qty.

 If only some products from the Purchase Order were received – you can either click Receive All to have the system automatically set the Qty Received to be the same as the Ordered Qty, then you can adjust those lines of the Purchase Order that have not been fully received, or alternatively you can receive the goods on a line by line basis.  Under this method you would ‘tick off’ each line with the actual quantity of goods being received against Order Qty.
If you have been part supplied with goods – and you will never receive the remaining items, you have the choice of setting the Fully Received option for each line.  The system will then adjust the outstanding quantity to nil.  But, if you will receive the remaining items sometime in the future, you would leave the Fully Received option for each line unticked.  When the remaining items are delivered you will receive them into stock via another receipt.
· Supplier’s product code – This is the Supplier’s product code for the item from the Invoice/Delivery Docket.  This may be the same as your product code, or it can be different.
· Our Product Code – This is the code we use to reference this product on the system.

· Product Description – Details description associated with the Product Code in the previous field.

· Entity – This is the code for the Entity where the stocks are being received into.
· Purchases Account – Enter the General Ledger code for the Purchases Account for each item.

· Quantity Received – Enter the actual quantity being received for the selected Product.
· Fully Received - If you have not received the full quantity of any product ordered, and you will never receive the full quantity ordered, you can check this option.  The system will mark this line as fully received and any qty that might have been outstanding will now be fully received.

If you have received the full quantity of any product ordered, after you have entered the quantity received, the Fully Received selection will be grayed out.  The system has seen that you have ordered 25 for example and you have received 25 – this line item has been fully received.
· Unit Cost - This will default with the current cost of the product.  If the cost is different on the Invoice enter that cost here.

· Discount - Enter any discount from the Invoice that you will receive on the product here.  If there is no discount applicable, leave this field blank.

· Tax - Select the tax code applicable to the product.

· Number of Tickets – If you have the facility to print Tickets set up, you can enter a number in this field.  You can then elect to Print Tickets for this Line by clicking on this button, or you can enter a number in this field, continue to receive in the remaining items and elect to Print Tickets at the end of the receipting process.
Print Tickets

Each line on the Products screen has a selection where you can enter the Number of Tickets to print.

If you have Tickets set up on your system, you can enter the number of tickets to print here.  When you click on Print Tickets for this Line – the number of tickets selected will print.

If you want to wait until you have completed ‘ticking off’ the entire Invoice, you can click on the Print Tickets button located at the bottom of screen to print Tickets for All Items on the Receipt.

Click on the Next Row button to receive more items for this Invoice / Delivery Docket. 
RECEIVE ALL

If you have received ALL items from this Purchase Order/s, you can click on the Receive All button at the bottom of screen.
The system will automatically set the Qty Received to be the same as the Ordered Qty. 

!!! Useful tip for long Invoices / Delivery Dockets!!!

If the receipt has been ‘mostly’ fully received, except for a few items and the receipt is 500 lines long.  You could ‘tick off’ each item line by line, or you can click the Receive All button at the bottom of the screen,  then locate the lines of the receipt that have not been fully received and adjust the Qty received on those lines only.
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Products Screen

SERVICES SCREEN
Tick off any Services that would have been on the Purchase Order.

· Service Code – Will default with code entered from Purchase Order.  If no Service Code was on the Purchase Order, this screen will be blank.
If you wish to add a Service Code to the Receipt, but no Service Code was originally entered on the Purchase Order, you can add a Service Code to this screen by entering the appropriate Service Code in this field.

· Description – The description will default if a Service Code has been entered in the previous field or you can enter a description of the service here.

· Expense Account – Will default with the General Ledger Expense Account used when the nominated Service Code was set up in the Maintain Service Codes process in the Purchase Order Maintenance Menu, or you can enter another GL Code to cost this service to.

· Qty Received – Enter the Quantity received.  

· Unit Cost – Will default with the cost that was entered on the Purchase Order where the Service Code defaulted from the Purchase Order.

If no Purchase Order was entered on the Receipt, or if a Purchase Order was entered, but no Service Code was entered on the Purchase Order and you have entered a Service Code in the first field of this screen, enter the cost as displayed on the Invoice / Delivery Docket from the Supplier.

· Tax – Select the Tax rate applicable to the nominated service code.

Click on the + button to Add more rows to this table, to receive more Service items if necessary.

Click Save button.

[image: image6.png]| [development.work.stamina.com.au] NEWcastle test entity - Goods Receipt Entry {REC

Service Code we have received

O L © B & 88 & © ¢ = - |&
@‘ Back  Seach Forward Colcubtor Calndar Settings  Prit  Hep  Cache 2
Supplier [TEST Test Supplier Invoice No
Iservcode 1 1233
Favorites
potReceiptsEntry
0000 + ~ X
Row 1 of 1 Page 1of L ]
Order No Description Total Service Tax
1233 [servcode 1 250
Stock Value
000
Activy Service Total
2750
Entity Expense Account  Receipt Location Distribution Total
Thew oot tost anery = [i261 I
ty Received Unit Cost Tax Amount (5) Biled ok | Invoce Total
o 25.0000 |G, GST add 55.00 27s0 27.50
Next Row
) view [ X petete fl 1 mew [l 1 Ewit

Marjorie Kenna




Services Screen
GOODS RECEIPT ENTRY SCREEN (Not Quick Receipt Entry)
You would use this option if you had not previously raised Purchase Order/s and you want to receive Goods and Services into your system.
Leave the Order Number field blank in the Quick Receipt table.

· Supplier – Enter the Supplier Code that the items are being received from.
·  Invoice No – Enter the Supplier’s Invoice number that accompanied the goods.
· Receipt Date – Enter the date that you physically received the stock.
· Reference – Enter any extra information that you wish to record here.  You can leave this field blank if necessary.
· Pay to Supplier – This is the code for the Supplier to which payment will be made.   This may or may not be the same as the Supplier who sent the goods.  
· Invoice Date – This is the date of the Supplier’s Invoice.  It is used for calculation of payment due date.
· Document Date – This is the actual date of the Invoice.  This will usually be the same as the entered Invoice Date.
· Due Date – This is the date that payment of this Invoice is due on.  The system will calculate this correctly for you based on the terms entered in the apmSupplier – Suppliers process in Accounts Payable Maintenance menu. If this Invoice has a different due date, enter it here.
· Discount Date – If payment is made on or before this date, then the discount amount can be deducted from the payment.  If discount does not apply, set this field to current date.
· Invoice Total – This is the total shown on the bottom of the Supplier’s Invoice (including Tax)
· Non Discount Amt – This refers to any amounts on the Invoice that are non-discountable, which may include freight, taxes, duties etc.
· Discount Amount – This is the amount of discount that will be deducted from the Invoice if payment is made before the discount date.  If Discount does not apply to this invoice, set the amount to 0.00.
· Withhold – Check if you need to with hold tax from this payment for non disclosure of ABN.
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Receipt Entry Screen of Goods Receipt Entry

PRODUCT SCREEN FOR GOODS RECEIPT ENTRY
· Supplier’s product code – Enter the Supplier’s Product Code from the Invoice / Delivery Docket here.  This may be the same as your product code, or it may be different.
· Our product code – Enter the Code you use to reference this product.  This may be the same as the Supplier’s code.  It must however already exist on the system as a valid Product.  If it does not already exist on the system as a valid Product, you can 
1. With cursor in this field – click right mouse button and select Maintain
2. You are then taken to the Product Maintenance – inmProduct process.

3. Create the entry for this product here.

4. Click Save when you have completed creating this Product.

5. Click Exit to return to the Goods Receipt process where you can continue to receipt in the goods.
This field will only prompt for an entry if, our Product Code has not already been assigned to the above Supplier’s Product Code.  If the link between the Supplier Product Code and our Product Code has been established – it can be reviewed / amended or deleted from the Comparative Prices – inmComparative in the Inventory Maintenance Menu.
If the Supplier Product code entered in the previous field has not been assigned to Our Product Code, the system will automatically set this assignment after you have entered the details on this line of the Receipt.  
· Product Description – This is a meaningful description associated with Our Product Code.  This will default from the Product Description in the Product Maintenance – inmProduct process. This can be changed if required.
· Entity – Select the Entity this product was received into.
· Purchases Account – This is the Expense Account that will be updated at the time of posting the Vouchers in the Accounts Payable system. This field only prompts for an entry if an Invoice has been received.  It will default with the Purchase Account that has been nominated for this Product Code in the inmProduct Process.
· Qty Received – Enter the actual quantity that was received for the nominated item.
· Fully Received – This field will only be asked if you are ‘ticking off’ items against a Purchase Order.  
·  Unit Cost – This is the cost of the item.  It will default with the last cost that was entered for this item.  Enter the Unit Cost from the Delivery documentation if it is different to the current default.

· Discount - Enter any discount from the Invoice that you will receive on the product here.  If there is no discount applicable, leave this field blank.

· Tax - Select the tax code applicable to the product.

· Number of Tickets – If you have the facility to print Tickets set up, you can enter a number in this field.  You can then elect to Print Tickets for this Line by clicking on the Print Tickets for this Line button, or you can enter a number in this field, continue to receive in the remaining items and elect to Print Tickets at the end of the receipting process by clicking on the Print Tickets at the bottom of the Product Screen..
Print Tickets

Each line on the Products screen has a selection where you can enter the Number of Tickets to print.

If you have Tickets set up on your system, you can enter the number of tickets to print here.  When you click on Print Tickets for this Line – the number of tickets selected will print.

If you want to wait until you have completed ‘ticking off’ the entire Invoice, you can click on the Print Tickets button located at the bottom of screen to print Tickets for All Items on the Receipt.

Click on the Next Row button to receive more items for this Invoice / Delivery Docket. 
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Products Screen of Goods Receipt Entry process.
SERVICES SCREEN FOR GOODS RECEIPT ENTRY
· Service Code – Enter the code for the Service you are receiving.
· Description – This will default with the description set up previously for this Service Code.  This can be changed if required.  
· Job No – If the Service received here is to be costed to a Job, enter the Job Number here, other wise leave this field blank.

· Activity – If the Service being received here is costed to a Job, the Activity on the Job against which this service will be cost is entered here (assuming you are recording activities).  If it does not relate to a job, leave this field blank.
· Entity – Select the Entity to which this service is to be costed (defaults to entity associated with any entered Job, or current entity.)

· Expense Account – This is the GL Code this Service will be costed to.  

· Qty Received - Enter the Quantity received for this service.

· Unit Cost – Enter the Unit Cost for this Service.  This field is only prompted when you have referenced a Service Code that is a Material Type Service Code. Service Codes are maintained in the Maintain Service Codes – pomServiceCodes process. 
· Tax – Select the appropriate Tax Rate to apply to this Service Code.
· OK – Check this option if this service has been fully received or provided.
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Services Screen of Goods Receipt Entry

DISTRIBUTIONS SCREEN FOR GOODS RECEIPT ENTRY

This screen can be used to record any charges that your Supplier might have charged you that are not associated with the products or service on this Invoice / Delivery Docket. Eg. Your supplier might have charged you freight.
· GL Account – Enter the expense account that will be updated at the time of posting that relates to the charge. Eg. Enter the GL Account that records freight.
· Entity – Select the Entity against which the extra charges will be posted.
· Tax Code – Select the tax code applicable to the extra charges being recorded here.  Eg. The charges might be exclusive, free or inclusive. 
· Ex Tax Amount – Enter the ex Tax amount of this charge as displayed on the Invoice / Delivery Docket from your Supplier.
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Distributions Screen of Goods Receipt Entry
Invoice Total must match Total Entered

The amount you enter in the Invoice Total field on the Receipt Entry screen must match the Suppliers invoice Total, including Tax.

The Total Entered field is a display field.  The figures in this field are calculated from the lines you enter/tick off in the Products, Services and Distributions Screens. 
If this Total Entered figure does not match the Invoice Total figure, you should check each line of information entered on the Products, Services and/or Distribution Screens.
Click Save button 
QUICK RECEIPT ENTRY EXAMPLE
RECEIPT ENTRY SCREEN
Enter 1233 in the Order Number field under the Quick Receipt heading. (Purchase Order 1233 has previously been raised in the system)
The system then ‘looks up’ details of this Purchase Order and populates the fields in this process. 

 On the Receipt Entry screen the Supplier code is completed, Receipt date defaults to today’s date, Invoice, Document, Due and Discount Dates default depending on Supplier terms details that have previously been set up in Suppliers – Account Details Payment Terms.
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Receipt Entry Screen of Quick Receipt Entry
All you need to do on this screen is:

· Enter the Order Number/s

· Enter the Supplier Invoice No 

· Enter the Invoice Total

· Enter the Non Discount Amt – if applicable

· Enter Discount Amount – if applicable

· Check Withhold – if applicable

PRODUCTS SCREEN 

On the Products Screen of this process you will notice that there are 5 lines of products.

When you entered Purchase Order Number - 1233 on the Receipt Entry screen, the system ‘looked up’ the items that were ordered on this Purchase Order and has now displayed these products for you to ‘tick’ off.
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Products Screen of Quick Receipt Entry 
· Next step is to ‘Tick off’ the products received.

RECEIVE ALL

If you have received ALL items from this Purchase Order/s, you can click on the Receive All button at the bottom of screen.
The system will automatically set the Qty Received to be the same as the Ordered Qty. 

!!! Useful tip for long Invoices / Delivery Dockets!!!

If the receipt has been ‘mostly’ fully received, except for a few items and the receipt is 500 lines long.  You could ‘tick off’ each item line by line, or you can click the Receive All button at the bottom of the screen,  then locate the lines of the receipt that have not been fully received and adjust the Qty received on those lines only.

RECEIVE LINE BY LINE 
If you have not received ALL items from this Purchase Order, you need to enter the Qty received against each line item.

· Qty Received – Enter the actual Quantity being received for the selected Product.

· Fully Received - If you have not received the full quantity of any product ordered, and you will never receive the full quantity ordered, you can check this option.  The system will mark this line as fully received and any qty that might have been outstanding will now be fully received.

If you have received the full quantity of any product ordered, after you have entered the quantity received, the Fully Received selection will be grayed out.  The system has seen that you have ordered 25 for example and you have received 25 – this line item has been fully received.
· Unit Cost - This will default with the current cost of the product.  If the cost is different on the Invoice enter that cost here.

· Discount - Enter any discount from the Invoice that you will receive on the product here.  If there is no discount applicable, leave this field blank.

· Tax - Select the tax code applicable to the product.

· Number of Tickets – If you have the facility to print Tickets set up, you can enter a number in this field.  You can then elect to Print Tickets for this Line by clicking on this button, or you can enter a number in this field, continue to receive in the remaining items and elect to Print Tickets at the end of the receipting process.
Print Tickets

Each line on the Products screen has a selection where you can enter the Number of Tickets to print.

If you have Tickets set up on your system, you can enter the number of tickets to print here.  When you click on Print Tickets for this Line – the number of tickets selected will print.

If you want to wait until you have completed ‘ticking off’ the entire Invoice, you can click on the Print Tickets button located at the bottom of screen to print Tickets for All Items on the Receipt.

Click on the Next Row button to receive more items for this Invoice / Delivery Docket. 
Continue to ‘tick off’ the items on screen against the physical Invoice you have received from your Supplier.
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Products Screen of Quick Receipts Entry
When all items have been “ticked off” – click Save button.

If there are Services to receive here, click on the Services Navigation Button.

If there are No Services to receive here, click on Save to save the current details.

SERVICES SCREEN
Tick off any Services that would have been on the Purchase Order.

· Service Code – Will default with code entered from Purchase Order.  If no Service Code was on the Purchase Order, this screen will be blank.
If you wish to add a Service Code to the Receipt, but no Service Code was originally entered on the Purchase Order, you can add a Service Code to this screen by entering the appropriate Service Code in this field.

· Description – The description will default if a Service Code has been entered in the previous field or you can enter a description of the service here.

· Expense Account – Will default with the General Ledger Expense Account used when the nominated Service Code was set up in the Maintain Service Codes process in the Purchase Order Maintenance Menu, or you can enter another GL Code to cost this service to.

· Qty Received – Enter the Quantity received.  

· Unit Cost – Will default with the cost that was entered on the Purchase Order where the Service Code defaulted from the Purchase Order.

If no Purchase Order was entered on the Receipt, or if a Purchase Order was entered, but no Service Code was entered on the Purchase Order and you have entered a Service Code in the first field of this screen, enter the cost as displayed on the Invoice / Delivery Docket from the Supplier.

· Tax – Select the Tax rate applicable to the nominated service code.

Click on the + button to Add more rows to this table, to receive more Service items if necessary.

Click Save button.
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Services Screen of Quick Receipts Entry
DISTRIBUTIONS SCREEN
This screen can be used to record any charges that your Supplier might have charged you that are not associated with the products or services on this Invoice / Delivery Docket. Eg. Your supplier might have charged you freight.

· GL Account – Enter the expense account that will be updated at the time of posting that relates to the charge. Eg. Enter the GL Account that records freight.

· Entity – Select the Entity against which the extra charges will be posted.

· Tax Code – Select the tax code applicable to the extra charges being recorded here.  Eg. The charges might be exclusive, free or inclusive. 

· Ex Tax Amount – Enter the ex Tax amount of this charge as displayed on the Invoice / Delivery Docket from your Supplier.
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Distributions Screen of Quick Receipts Entry
Invoice Total must match Total Entered

The amount you enter in the Invoice Total field on the Receipt Entry screen must match the Suppliers invoice Total, including Tax.

The Total Entered field is a display field.  The figures in this field are calculated from the lines you enter/tick off in the Products, Services and Distributions Screens. 

If this Total Entered figure does not match the Invoice Total figure, you should check each line of information entered on the Products, Services and/or Distribution Screens.

Click Save button 
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