Goods Receipt Note Entry


GOODS RECEIPT NOTE ENTRY
This process is used to enter goods receipt notes into the system where either invoices are not received with goods OR you want people operating in the store to receive goods & services with a single workflow, with Accounts Payable office staff responsible for matching Goods Receipt Notes (GRNs) with invoices that will impact the Accounts Payable System.

This process is located in the Purchase Order Transactions Menu.
Normally notification of the receipt in the form of a delivery docket will accompany the goods or services, and this is used to check off the actual stock and services received (NB: services can be categorized as “direct purchase materials” for Job Costing purposes
The products being received must already be established in the system via the Product Maintenance process in the Inventory Maintenance Menu, however, the supplier's product number need not be known until actually entering in the receipt note. Likewise, any services must have corresponding service codes established in the Purchase Order System
The process will also match "orders" with a receipt for indent stock, though a mix of indent and non-indent stock can be received in one pass.

Once the receipt notes have been posted, then half the cycle of receiving in those goods and services is complete. When the invoice for the received goods arrives, the “Goods Receipt Note Matching" processes are used to confirm the costs associated with the stock. This completes the goods receipt cycle.

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. 

DETAIL SCREEN
· Order Number – If you know the Order Number, enter it here. If you don’t know the Order Number, you can leave this field blank and you will have to manually enter the details for each line individually.
By entering the Order number, the system will automatically populate each outstanding line of the Order into this receipting process, and all you then need to do is to enter the Quantity received for each product.

There is no Search feature on this field (we assume the supplier will reference it on your paperwork!), BUT if you position the cursor in this field, right click with the Mouse, select Maintain or Enquire, you are then taken to the Maintain Purchase Orders Process, where you can use the Search feature.  Use Search feature on the Order Number field.  Locate the Order Number for this current Receipt, select Exit and the details of that Purchase Order will be populated in the Goods Receipt Note process.
· Supplier – Enter the Supplier Code that was used when you placed this order.
· Delivery Docket No – Enter the Docket Number that your Supplier has assigned to this delivery.  
· Our GRN Reference No – You may enter a reference number you are assigning to this delivery, possibly from a delivery book, OR the field may be left blank
· Receipt Date – Enter the date that the goods and/or services were received from your Supplier. This is the date that will be used to book items into stock and recognize an estimated liability, based on costs on the original purchase order.
· Reference – Enter any special references or Notes associated with this delivery.  It can be left blank if required.
· Total Stock Delivered – Enter the total quantity of all the goods that was delivered – this acts as a hash total to ensure all items on the GRN have been entered
· Picking Slip – Enables you to produce a Picking Slip report related to the current GRN that you are entering.  Can be left blank if no report is required.
· Receipt Advice - Can be used to print receiving advices once the GRN details are entered.  The receiving advice may be used to assist in the “putting away” of stock as it is received.  Can be left blank if no report is required.
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Figure 1: Goods Receipt Note Entry Detail Screen
PRODUCTS SCREEN
Note that if you entered one or more orders on the detail screen, details of any outstanding product lines may have pre-populated entries on this screen.
· Supplier Product – Enter the Suppliers Product code for the Product being received.  
· Product Code – Enter your Product code for the selected Product being received.
· Entity – Will default with the current entity.

· Order – Where a Purchase Order has been entered in the Detail Screen, Purchase Order field, this field will default with the actual Quantity of each Product from the Purchase Order.  
If No Purchase Order has been entered in the Detail Screen, Purchase Order field, this field will remain blank, although if in Purchase Order Parameters you nominated “must enter a Purchase Order”, then a valid order must be entered!
· Qty Received – Enter the actual Quantity being received for the selected Product.

· Num Tickets – Will be initially calculated automatically based on the Qty Received above, and “ticket per” on the associated product record. However, you may manually enter a number of tickets to produce for this line, or leave blank if no tickets are required.
· Fully Received – Check for Yes if the Quantity Received has been Fully Received for this line or leave unchecked if you will receive any outstanding items in the future.
You might have a situation where you have ordered 20 of an item.  You have received 15 of the item but will never receive the remaining 5 items. In this instance you would check this item to say Yes, item is fully received. 

But if you are only received 15, but ordered 20, and you will receive the remaining 5 in the future you would leave this item unchecked, to indicate to the system that 5 are still outstanding for this item.

Click on the + button to Add more rows to this table, to receive more Products from this Delivery Docket.
If there are No Services Items to receive against this Delivery Docket, click on Save to save these details.

If there are Services to receive here, click on the Services Navigation Button
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Figure 2: Products Screen

SERVICES SCREEN

· Service Code – Enter the code for the Service you are receiving.
If you entered a Purchase Order on the Detail Screen, Order Number field and Services were ordered on this Purchase Order, the Service details would display here, otherwise you will have to manually enter the Service Code here.
· Description – Enter a description of the Goods or Services being received here.
· Order No - If you entered a Purchase Order on the Detail Screen, Order Number field, that Order Number will default here.  If there was no Order Number entered on the Detail Screen, this field will be blank.
· Job No – If the Service being received here is to be costed to a Job, enter the Job Number, otherwise 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 – Enter Entity to which this service is to be costed (defaults to entity associated with any entered Job, or current entity
· OS Qty – will display a figure if the Qty Ordered is different to the Qty Received.  
· OK – Check for Yes if the line is fully received.  Leave unchecked if the line is not fully received.
 Click on the + button to Add more rows to this table, to receive more Service items if necessary. 
Click Save button.

[image: image5.png]Receipt Note Entry
e » 0 B2 38 0 ¥
Bk sowch _romd_Ceotor_Corr_Sottogs et teb__cach

Supplier Suppier name Delwery docket Hlo

=0

Q000 + 2 X





Figure 3: Services Screen
GOODS RECEIPT NOTE EDIT LIST

Print a Goods Receipt Note Edit list prior to posting to check the accuracy of the entries.
GOODS RECEIPT NOTE POST

This process will produce a numbered journal and update the Inventory and General Ledger   systems with the goods receipt note information that was entered.

The stock levels will be updated with the actual quantities of stock that were received, while the updating of the General Ledger is a little more complex.

By definition, a Goods Receipt Note is used when stock is delivered without a suppliers invoice, or priced delivery docket, and so exact prices are not known at this stage (typically you should use the Goods Receipt Processing Menu in this case, although, many companies find it easier for people to have a single workflow rather than have people make decisions!), so entries are made to an estimated liabilities account based on costs previously recorded on a Purchase Order.
It should be noted that when a goods receipt note is entered, assumptions are made regarding the cost of goods for the General Ledger and Inventory Systems.

Specifically, if goods are received against and order, then the cost is taken directly from the original order, while non-indent stock is costed using the current average cost of the products. Entries are posted to the General Ledger “Estimated Inventory" account specified via Purchase Order Parameters.
These entries are reversed when the real cost of items becomes known via the Goods Receipt Note Matching procedures. However, if stock has moved out of the original receiving location, by transfer, consumption, sale etc, then the cost difference between the estimated and actual costs is posted to the General Ledger "Unallocated Inventory" account specified via Purchase Order Parameters.

This figure would typically be included as a component of "Cost of Goods Sold", but you may manually allocate the figure to precise accounts if these are known.

Once posted, the goods receipt note is placed into a holding file until it is "matched" with a priced suppliers invoice via the goods receipt matching procedures.

NOTE : No costing or estimated costing is performed for "service" type lines, though they are flagged as having been received, and may appear as unmatched receipts in the Job Costing System.
Also note that when goods are receipted against a Purchase Order, and the Ordered By person indicated has an email address recorded against them, then an email will be automatically sent as part of the posting process to advise them that goods and/or services have been received.
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