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PURPOSE

This document explains the key activities involved in creating a receipt with an asset. It provides
an overview of the sub-processes involved, as well as step-by-step procedural guidance to
perform the activity.
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CREATE A RECEIPT WITH AN ASSET
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Step Action

1. Login to INFORMS

2.

Navigate to Buyer
Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

< Supply Chain Operations

+ Approvals

carch Requisitions

Manage Requisition Approvals

Requisition ID

Approve POs Business Unit
Date From 08082022
Approve Change Requests
Requester

Document Management Search

Approve Voucher Requisifions

Electronic Invoices Creste Mew Raquistion
Create Events

“ Manage Sourcing Plans
Event Responses
Manage Sourcing Events

Contracts Setup

Requisitions

Manage Contracis
Purchase Orders
Recaipts

i Payments

57 Dashboards

uyer WorkCenter

anage Requisition Approvals

require your approval (of requisiions that previcusiy requirad your approval), edil tha oriteria balow and ciick the Search button.

Buyer

Requisition Name
“Status

Date To |02/08/2023

a

o
Entered by a

Show Advanced Search

Manage Requisitons

Select the Receipts pane.

& Approvals ~ =
e Manage Re:

Search Re

Manage Requisition o jonme requs:
Approvals

Fequisiton 10
Approve POS TR

Approve Change Requests

Document Management

Approve Voucher

Electronic invoices
Create Events

[ Manage Sourcing Plans
Event Responses.
Manage Sourcing Events
| Contracts Setup

7 Reguisitions

Manage Contracts

Purchase Orders.

Receiptd

AddUgpdats RTV

Central Receiving

Desktop Recaiving

Maintain Delivery information

Paymants

< Supply Chain Operations Buyer
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Select Central Receiving.

« Approvals v
1 Create Events hd
[ Manage Sourcing Plans »
"1 Event Responses v
& Manage Sourcing Events v
Contracts Setup v
! Requisitions v
4 Manage Contracts 7
:» Purchase Orders b
&, Receipts ~
Add/Update RTV

Central Receiving

Desktop Receiving

Maintain Delivery Information

Payments v
_: Dashbeards b

Buyer WorkCenter

Receiving

¢ Supply Chain Operations

Find an Existing Value

Business Unit |BU

Receipt Number | NEXT

PO Receipt

| Ada |

Keyword Search | | Add a New Value ‘

Q)

Find an Existing Value Keyword Search | Add a New Value
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5. Select the Add

button.

{ Supply Chain Operations
« Approvals
I Creale Events
1 Manage Sourcing Plans
W Event Responses
|5 WManage Sourcing Events
Conlracts Setup
T Requisitions
< Wanage Contracts
| Purchase Orders
=) Receipts
AddUpdate RTV
Central Receiving
Deskiop Receiving
Bhaintain Deiivery information
Payments
2 Dashboards

7] Buyer WorkCenter

Receiving

Eind an Existing Valug

e Business Unit |TP| Q

v Receipt Number | NEXT

PO Receipt 1@

Find an Exsting Value | Keyword Search

Keyword Search

Add a New Value

Add 2 Hew Value

6. Input the Purchase Order Number into the designated “ID” field and select the Search

button.

Select Purchase Order

Search Criteria

PO Unit | TP Q

1010000002584 q

ltem

Search

OK | Cancel ||

Line Schedule

Release

1D Q

Ship To Q

Ship Via Q

B Retrieve Open PO Schedules

Refresh

Days +i- Today

Start Date | 0410372023

End Date | D8102/2023

Supplier Name
Supplier ftem 10
Manufacturer ID

Manufacturer's ftem 1D

UPNID

Receipt Qly Options

Na Order Gty Ordered Qty

Supplier Lookup

PO Remaining Oty
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7. On the "Selected Rows" tab, select on the Purchase Order line that corresponds to the
items that are currently being received.

Note: To select all Purchase Order lines, you can Select on the "Select All" hyperlink at
the lower left-hand corner of your screen. However, please note that this action will
also select any hidden lines. To view all receipt lines, you may Select on the "View All"
hyperlink located at the upper right-hand corner of the table.

Release Supplier Name Q| o e Lo
ftem ID Q Suppiier ltem 1D Q
Ship To Manidacturer ID
Ship Via Q Manufacturer's ltem ID
B Retrieve Open PO Schedules - a

Receipt Oty Options
Search No Orrder Oty Ordered Oty

Retrieved Rows

Selecwd Rows | Shpping Relsied | foreDetads | b
Sel POURt  POID Line Sched Rolease Due Date Ttem Description
T* 000002584 1 1 ] 0302022
™ 0000002564 2 1 25 0302023
L4 Celect A
P4
oKk || Canest Refresh
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Select the OK button.

Release
Item ID
ship To

Ship Via

Search

Retrieved Rows

Refresh

| oK Cancel

Q
Q
Q

Retrieve Open PO Schedules

5 Q
Selected Rows Shipping Related IMore Details | ||»
Sel PO Unit POID Line Sched
TP 0000002584 1 1
™ 0000002584 2 1
< Jear All

Supplier Name
Supplier item ID
Manutacturer ID

Manufacturer’s ltem ID

UPN ID
Receipt Qty Options
Mo Order Qty Ordered Gty
Release Due Date ftem
9 09/20/2022
25 083012023

PO Remaining Gty

View All

Description

Enter Receipt Quantity.
Note: If the Asset Profile ID was included in the Purchase Order, you should be able to
see a column named "AM Status". Please Select on the "Pending" link under this
column, in order to add the physical attributes of the asset.

Maintai Recelpts
Receiving

Business Unit TP Receipt Staus  Open )_Q

Receipt D NEXT L Achiles
) Header

Close Short All Lings Print Delivery Report

Receipt Lines
70
Raceiptlines | MorsDetals | LUnksandStahs | fem/MigData || Optionalinput || Sourca bfomation ()
Line ] Descripion Receipt Gy Recy UOM  Recelpt Price AHS'S Status g:’;;
1 B®oq mnanm Open
0 Interace Receipt [ Run Close Shar et
‘saw‘ oty | Rt

Run PO Recelpt Accrual
l a1 v Van Al
g Denice Device
Sl SockUOM AMSaws

Davca Trah X

B4

Add | UpdateDisplay
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10.

Input the Tag Number on the Asset Information tab.
Note: Tag number is obtained from ISD — Materials Management.

Distribution Information

Profile |0 164LVTRAL
cARH
Cost Type
Apply to Details
Select Action | AssianTag lds
Enter Starting Number

Overarite existing numbers

Asset Details
L

Assatinformation | bore Detas [

Dist Seq ﬁ‘:‘f”"““ Sutus
1 ® Open
PO Comment
Line:
Refresh

oK | Cancel

Quantity

1.0000

Asset Management Information for Line 1

Capitalizs
CAP Sequence
Employee 1D

Distributed Quantity 10000

Merchandise Amourt  gg115321

Tag Number

Multiplier 1
“Start Row 1
Apply
Serlal ID AssetID
NEXT

NextAssetlD  Number Profile ID

166LVTRBOS

Tol4v) »

11.

Materials Management.

Select the More Details tab and input the asset details information required by ISD -

Distribution Information

Distribution Line {
Business Unit TF
Profile D 166LVTRE0:
cAP#
Cost Type
Apply to Details
Select Action | ASS8n Taalds

Enter Starting Number

Overwrite existing numbars

Asset Details
5 Q

Agset Information More Detalls |

Dist Seq Custadian Location

1 TPO0000138

PO Comment

Line:

0K Cangel Refresh

Asset Management Information for Line 1

Capltalize

CAP Sequence

Employee 1D
Distribiited Quantity 1 pogo

Merchandise Amount 8115321

Multiplier

“Start Row

MigID

Model

Manufacturer

Toid v »

Q

Capitalize

¥

Cu|




INFORMS Job Aid: Create a Receipt with an Asset ln «rms

Step Action

12. Select the Ok button.

Asset Management Information for Line 1 X|
Distribution Information u Toldw| b b
Diswibution Line bl 5
Business Unit T7 CAP Sequence
Profile ID 168 Employee ID
CARN Distributed Quamity 1 o000
Gost Type Merchandise Amount  Bgi15321
Apply to Details
Select Action | ASSON Tagids v Muliplier 1
Enter Starting Number “Start Row 1
Overwrite existing numbers Apply
Asset Details
5 Q View All
Asset Information More Detalls ||y
Dist Seq Custodian Loeation Mg ID Model Manufacturer Capitalize Cu
1 TRONOOTEE O a a a v
"
PO Comment Q View All
Line el
ook Cancel | Refresh

13. Select the Save button.

Buyer #QaQm
daow | Help | Personi

Maintain Receipts

Receiving
Business Unit TP Receipt Status  Open X
Reeeiptd  NEXT Header Comments‘Altachments Actvties
Header Details
} Header
Select Purchase Ordes Close Short All Lines Print Delivery Report Run PO Recelpt Accrual

Receipt Lines

50

Receipt Lines More Details Links 3nd Status ltem/ Mfg Data Ophonal Input Source Information ¥

Line Item Description Receipt Gty “RecvUOM  Receipt Price Aug; Status Category cs;::' Serial t
REQ 0000000857

1 B 10000 B B Q| 8811521000 10000 Open a
(34) Protema

Interface Receipt | Run Close Short

‘ﬂj Notify | Refresh




INFORMS Job Aid: Create a Receipt with an Asset

inferms

Step

Action

14.

A new receipt number will be generated.
Select the Ok button.

and Job, RECV_02, has been scheduled for process (Process Instance = 1453756), (10300253)
This means the receipt is being updated by the receipt integration process. Any additional processing for this receipt will require reopening the receiptin Update | Display mode.

Buyer n
New Window | Help | Fe
Maintain Receipts
Receiving
Business Unit_TP Recelpt Status  FulyRecemed X
RecelptID 0000043374 Header Camments/Attachments Actrvities
Header Uelails Document Status
[ HHeader
Select Purchase Order Close Short All Lines Print Delvery Report Run PO Receipt Accrual
Receipt Lines
g5 Q
i Recelpt Lines: “ More Details || Linksand Status || [tem/MigData || Optonallnput || Source Information | i»
Line tem Description R"‘"ny‘ m Receipt Price A“g Status Category S';m Serial
REQ 0000000857
1 B 10000 B EA 88115321000  1.0000 Received
{34) Proterra

=)

10



