Goods Receipt Note Matching


GOODS RECEIPT NOTE MATCHING
This process is used to match goods receipts previously entered via the Goods Receipt Note Entry process with an actual invoice when it arrives. 
When these transactions are posted, the original estimates for Inventory values that were made will be reversed, and any necessary adjustments made to the Inventory and General Ledger Systems.

Details of the invoice will also be passed to the Accounts Payable system for processing as required.

To avoid the possibility of compounding errors in the system, this process should be performed as soon as possible after actual invoices for stock receipts are 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. 

DETAIL SCREEN

· Supplier – Enter the Supplier code that was used when the Goods Receipt Note Entry process was entered.
· Delivery Docket No – Enter the Delivery Docket number that was entered when the Goods Receipt Note Entry was entered.  This is the Docket Number that your Supplier has assigned to this delivery.
· Invoice No – Enter the Supplier’s Invoice Number to be matched to this delivery.
· Pay to Supplier – Enter the Pay to Supplier that the Voucher will be raised against. It can be the same as the Supplier code above.
If you receive goods from one Supplier, but Pay another Supplier on a regular basis (eg you might receive goods from a Branch of a supplier, but the Head Office Supplier actually pays the Invoices) you can set up Supplier Maintenance with these details.  
The Pay to Supplier from Supplier Maintenance will default each time the Supplier code is used if there is one entered. 

· Control Account – The Account set up in Suppliers Maintenance, Accounts Button, Control Account will default here.
· Invoice Date – Usually the date of the suppliers invoice, this is actually the date that will be used within the system for ageing this transaction
· Document Date – Enter the Date of the Suppliers Invoice.  This date is used to default due and discount dates.  

· Due Date – Date the Invoice is due- taking into account the Trading Terms of this Supplier.

· Discount Date – Enter the latest date that the Invoice will be entitled to any early discount payment, if applicable from this Supplier.
· Invoice Total – Enter the Total of the Supplier’s Invoice (including GST)

· Non Discount Amount – Enter the amount of this invoice that cannot be discounted (usually $0.00, but may include non-discountable amounts like freight)
· Discount Amount – Enter the amount of this invoice that will be discounted if it is paid within the early payment discount terms.

· Withhold Tax for ATO – Check for Yes if Supplier has not provided a valid ABN.  Do not check (for No) if Supplier has provided a valid ABN.
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Figure 1: Detail Screen
PRODUCTS SCREEN
This screen will be partially completed with details from the Goods Receipt Note entry details.
· Qty Invoiced – Enter the Quantity Invoiced from the Suppliers Invoice.
· Price per – Enter the price per from the Suppliers Invoice.  
· Unit Cost – Enter the unit cost from the Suppliers Invoice.

· Discount – Enter the Discount amount (if applicable) Leave default of 0.00 if no discount applies.

· Ticket Flag – Check for Yes if you want a Stock Ticket to be printed for this item after it is entered.
· Tax – Enter the GST code used to calculate the amount of GST on this Line.
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Figure 2: Products Screen
Continue to enter the above details for any further products that are appearing in this table.
Click Save to save these details.

SERVICES SCREEN
This screen will be partially completed with details from the Goods Receipt Note entry details if there were any.

· OK – Check if this service has been fully received.  
· Unit Cost – Enter the Unit cost of this Service from the Supplier’s Invoice.
· Service Expense Account – Enter the General Ledger Code that this Service will be costed to.
· Tax Code – Select the Tax Code applicable to this service code. 
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Figure 3: Services Screen

DISTRIBUTION SCREEN
If there are any adjustments to costs not attributed to Products or Services on the Suppliers Invoice, such as freight and/or insurance, you can use this screen to distribute those costs, otherwise leave this screen blank.
· GL Account – Enter the General Ledger code used for distributing extra costs from this Invoice.
· GL Entity – Enter the Entity Code where the extra costs will be posted.
· Tax Code – Select the applicable Tax Code for this adjustment.
· Ex Tax Amount – Enter the ex tax amount of the adjustment.
Click Save to save these details.
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Figure 4: Distribution Screen
MATCH GOODS RECEIPT NOTE EDIT LIST
Print a Match Goods Receipt Note Edit List prior to posting any/all Transactions to check the accuracy of the entries.

An Edit List can be run as many times as you like, prior to posting.

· Sort By – Select how you want the Edit List to be sorted.

· Batch for User – Will default with your user name.  If you want to print this report for All users, delete your user name/code.
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Figure 5: Matched Goods Receipt Notes Edit List
POSTED MATCHED GOODS RECEIPT NOTES

This process will produce a numbered journal of the transactions entered via, and will update the Inventory, General Ledger and Accounts systems as required.

The system will use these actual item costs to correctly calculate inventory costs, and post any un-reconcilable differences to an "Unallocated Inventory" account.

Additionally, a Voucher may be raised in the Accounts Payable system for processing and eventual payment of the invoice.

Once the posting process is complete, all details of the matched invoices will be removed from the system, and the corresponding "unmatched goods receipt note" will also be removed, as matching has now occurred.

· Sort By – Select how you want the Posting to be sorted.

· Batch for User – Will default with your user name.  If you want to print this report for all users, delete your user name/code.
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Figure 6: Posted Matched Goods Receipt Note Screen.
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