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1 How to Receipt Goods and Services

This guide explains how to receipt a purchase order for Goods and Services.

Once you receive the goods or services relating to your purchase order (PO), you should receipt the
PO on OneFinance so that the invoice can be paid. If the invoice details match the PO, it will
automatically get paid and you won'’t see the invoice. Therefore, you should treat the receipting
function as authorising payment.

This guide will show you how to receipt a PO prior to the invoice arriving to Accounts Payable and
how to receipt a PO after an invoice has arrived with Accounts Payable.

Listed below is a list of the types of requisitions that can be created to purchase goods and services,
and their related purchasing guides:

e Buying from the Internal OneFinance Catalogue — frequently purchased items held in the internal
OneFinance catalogue.

e Buying from the Web Catalogue - Office Depot Purchases

e Buying Ad Hoc Items- goods and services which are not in the internal catalogue

e Raising a Blanket Order - for regularly delivered products or services

e How to Approve or Reject a Requisition

2 Receipting Goods

When you raise your purchase order, there will be a field that states ‘Goods/Services'. If you select
‘Goods’, you will be prompted to enter a quantity. When it comes to receipting the purchase order,
you will then only be able to receipt by quantity.

The below steps demonstrates how you would receipt a PO prior to the invoice arriving to Accounts
Payable.

2.1 Getting Started

1. Login to OneFinance.

2. Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.

872
\.-_: Purchasing @ Accounts Payable ﬁ@ Asset Accounting

3. Select My Purchase Orders tile
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https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-from-the-Internal-OneFinance-Catalogue.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-from-the-Web-Catalogue-Office-Depot.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-Ad-Hoc-Items.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Raising-a-Blanket-Order.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/How-to-Approve-or-Reject-a-Requisition.pdf

My Purchase Orders

A list of purchase orders you have raised will open.

4. Scroll down to the purchase order you want to receipt and select it.

B cearch - jo,
Orders Order Lines
JT 95 records. d eee
Arco Ltd OMN ORDER
Lv10000002 | 10036 | Created 04-Jul-2019 by Daniel Bullimore GBP 32.15
26.79 (Ex)
Receipt Amount (Inclusive) 0.00 Invoice Amount (Inclusive) 0.00 §E 1 LINE
Not Just Cleaning Ltd ON ORDER
L510000156 | 10028 | Created 23-Jul-2019 by Daniel Bullimaore GBP 6.76
5.63 (Ex)
Receipt Amount (Inclusive) 0.00 Invoice Amount (Inclusive) 0.00 §E 1 LINE
Not Just Cleaning Ltd ON ORDER
510000155 | 10028 | Created 23-Jul-2019 by Daniel Bullimaore GBP 22.88
10.07 (Ex)
Receipt Amount (Inclusive) 0.00 Invoice Amount (Inclusive) 0.00 §E 1 LINE

5. Or you can search for the purchase order number in the search bar.

a l V10000002 e - P l
Orders Order Lines
?ﬂ 1 record. = e
Arco Ltd ON ORDER
Lv10000002 | 10036 | Created 04-Jul-2019 by Daniel Bullimore GBP 32.15
26.79 (Ex)
Receipt Amount (Inclusive) 0.00 Invoice Amount (Inclusive) 0.00 iE 1 LINE

e A natural view of the requisition is displayed on the right, like the example shown.
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PURCHASE ORDER

ON ORDER

Arco Ltd Order V10000002

The Worx, Blundells Corner
Beverley Road

Kingston upon Hull, City of HU3 15 Vendor 10026

Issued 04-Jul-2019

Required 11-Jul-2019

Attention Customer Engagement Centre Currency GEP

Requisition User Daniel Bullimaore

Received Invoiced

Amount Amount Amount

Description Oty {Exclusive) Qty {Exclusive) Qty (Exclusive)

Spectrum Cardigan (unisex) 1.00 26.7%  0.00 0.00 0.00 0.00

Total 26.79

2.2 Receive Order Lines

6. Once you've selected the PO you want to receipt, select the in the top right corner,

Receive arder lines

followed by

Create amendment
Retransmit order
Wiew requisition

Receive order lines

-

2.3 Receive Goods
7. You will then be taken to the Receive Goods screen.

8. Select the quantity that you want to receipt. In this example, we have a quantity of 1, but you
may have a higher quantity. You should receipt the quantity that you have received.

Spectrum Cardigan (unisex) GOODS
LV10000002 | B278370 | Arco Ltd | B278370 1.00
SWEK389 Spectrum Cardigan (unisex) - Black. Product Code B278370, Size 3
available in 5-XXL. *Please specify colour and size in the comments. Quantity
On Order Quantity
1.00

Add
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Add
9. Click on the - button to place the item in the shopping cart. Please note that although
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.

The item is added to the shopping cart (top right corner of the screen), indicated like the
example shown.

W1 1ITEMADDED ‘
- .

e To review the contents, click on the w1 and the items is displayed like the example shown

‘ ¥ 1 1TEM ADDED

Spectrum Cardigan (unisex) a Q b

32,15

)

e You can also delete the item by selecting

e Click the AL again to hide what is in the cart

2.4 Approve

Continue

10.Click on the button.

The item is added as line in the receipted items.

Goods Receipt (GR00000127) &
1 item, Total (Exclusive) GBP 26.79
MY Receipted Items Receipted Items + Add [l
1item
£ 1record. =T
= pissection Summary . .
= Spectrum Cardigan (unisex) GOODS
1 dissection GBP 32.15
B278370 | Arco Ltd | B278370 g
26.79 (Ex)
. Purchase Order Receipt Quantity
#,Q Settings V10000002 1.00 _ EAcH
LETS purchasing location = 1 DISSECTION
ElE
"‘;) Authorisation History -

2iems

e The Goods Receipt number is displayed in the banner at the top left of the screen
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Goods Receipt (GRO0D0D0127) & =
1 itemn, Total (Exclusive) GEP 26.79
e A natural view of the requisition is displayed on the right like the example shown.

GOODS RECEIPT UNAPPROVED

Goods Receipt GRO0000127

Reference Receipted on 23-Jul-
2019

Issued 23-Jul-2019

Receipt Total GBP 26.79

Receipt User Daniel Bullimore

Unit Price Line Amount

Description Quantity  Unit {Exclusive) (Exclusive)
Spectrum Cardigan (unisex) 1.00 each 26.79 GBP 26.79
Total 26.79

11.1f all the details are correct, click in the top left corner of the screen.

The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted
ready to match with an invoice.

Create a blank goods receipt Warkflow complete

Goods Receipt (GRO0000127) &
1 item, Total (Exclusive) GBEP 26.72

2.5 Purchase Order Status

If you repeat steps 1 -5 to find the PO you just receipted, you will notice that the status has
changed to FULLY RECEIVED
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ﬁlwmoooooz e - P l

Orders Order Lines

.;rﬂ 1 record. gt eee
Arco Ltd FULLY RECEIVED
LV10000002 | 10036 | Created 04-Jul-2019 by Daniel Bullimore GBP 32.15

26,79 (Ex)
Receipt Amount (Inclusive) 3215 Invoice Amount (Inclusive) 0.00 i= 1 LINE

PO status’ include:

e On Order — where the PO has been generated and you are awaiting delivery of the
Goods or Service

o Partially Received — where you have received part of the order but not all of it, so you
have receipted the part you've received (e.g. 3 out of 5 milk cartons)

e Partially Invoiced — Where you have receipted part of the order and matched it with an
invoice.

e Fully Received — where you have received all the PO.
Fully Invoices — where the PO has matched with an invoice and its waiting to be paid.

e Complete — where the PO has matched with an invoice and it has been paid.

3 Receipting Services

When you raise your purchase order, there will be a field that states ‘Goods/Services’. If you select
‘Services’, the quantity field will disappear, and you will only have to enter the total cost of the
services. When it comes to receipting the purchase order you will then only be able to receipt by
the amount.

The below steps demonstrates how you would receipt a PO prior to the invoice arriving to
Accounts Payable.

3.1 Getting Started

1. Login to OneFinance.

2. Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.

872
\.-_: Purchasing @ Accounts Payable ﬁ@ Asset Accounting

3. Select My Purchase Orders tile
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My Purchase Orders

A list of purchase orders you have already raised will open.

4. Scroll down to the purchase order you want to receipt and select it.

B Gearch - o)
Orders Order Lines
?ﬂ 95 records.
Arco Ltd

Lv10000002 | 10036 | Created 04-Jul-2019 by Daniel Bullimore

Receipt Amount (Inclusive) 0.00 Invoice Amount {Inclusive) 0.00
Not Just Cleaning Ltd

L510000156 | 10028 | Created 23-Jul-2019 by Daniel Bullimore

Receipt Amount (Inclusive) 0.00 Invoice Amount {Inclusive) 0.00
Not Just Cleaning Ltd

L510000155 | 10028 | Created 23-Jul-2019 by Daniel Bullimore

Receipt Amount (Inclusive) 0.00 Invoice Amount {Inclusive) 0.00

5. Or you can search for the purchase order number in the search bar.

1,000.00 (Ex)

Receipt Amount (Inclusive) 0.00 Invoice Amount (Inclusive) 0.00 = 1LINE

¢ A natural view of the requisition is displayed on the right, like the example shown.

[ 5] ILS‘IDODO1 59 o - P l
Orders Order Lines
?u 1 record. dy oo
Clarendon Training Limited ON ORDER
1510000159 | 10019 | Created 24-Jul-2019 by Daniel Bullimore GBP 1,200.00

B e

ON ORDER

GBP 32.15
26.79 (Ex)
§E 1LINE

ON ORDER

GBP 6.76
5.63 (Ex)
§E 1LINE

ON ORDER
GBP 22.88
19.07 (Ex)

§E 1LINE

Page 8 | Back to Contents Page




PURCHASE ORDER

ON ORDER

Clarendon Training Limited Order LS10000159
18 Brackenwood

Chichester GU2% OFB Vendar 10019

lssued 24-Jul-2019

Required 07-Aug-2019

Attention Carl Keeling Currency GBP

Requisition User Daniel Bullimore

Ordered Received Invoiced

Amount Amount Amount

Description Qty {Exclusive) Qty {Exclusive) Qty {Exclusive)

Health & Safety Training 1,000.00 0.00 0.00

Total 1,000.00

3.2 Receive Order Lines

6. Once you've selected the PO you want to receipt, select the in the top right corner,

Receive order lines

followed by

Create amendment
Retransmit order
View requisition

Receive order lines

3.3 Receive Goods

7. You will then be taken to the Receive Goods screen.

8. Select the amount that you want to receipt. In this example, we have an amount of £1000, but

you may have a higher or lower amount.

Health & Safety Training
L510000158 | Clarendon Training Limited

GBP 1,200.00
GBP 1,000.00 (Ex)

Health & Safety 1-day training course for the Procurement Team.

Amgunt 1000.00

Add
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Add
9. Click on the - button to place the item in the shopping cart. Please note that although
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.

The item is added to the shopping cart (top right corner of the screen), indicated like the
example shown.

W1 1ITEMADDED ‘
- .

e To review the contents, click on the w1 and the items is displayed like the example shown

| W= 1 1ITEM ADDED

Health & Safety Training (%) [~
1000

)

e You can also delete the item by selecting

e Clickthe ™1 again to hide what is in the cart

3.4 Approve

Continue

10.Click on the button.

The item is added as line in the receipted items.

[ Goods Receipt (GR00000131) & ] <
1 item, Total (Exclusive) GEP 1,000.00

M3 Recelpted Items Receipted Items o
1 item
L record. o eee
= pissection Summa
= B & Health & Safety Training SERVICE
issection
Clarendon Training Limited GBP 1,200.00
1,000.00 (Ex)
. Purchase Order
17,y Settings 1510000159 B ONLY
LSE purchasing location §E 1 DISSECTION
E3El
@ Authorisation History

2items

e The Goods Receipt number is displayed in the banner at the top left of the screen
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@ Goods Receipt (GRO0000131) & <
1 item, Total (Exclusive) GEP 1,000.00

¢ A natural view of the requisition is displayed on the right like the example shown.

UNAPPROVED

Goods Receipt GRO0000131

Reference Receipted on Z24-Jul-

2019

Issued 24-Jul-2019

Receipt Total GBEFP 1,000.00

Receipt User Daniel Bullimore

Unit Price Line Amount

Description Quantity  Unit (Exclusive) (Exclusive)
Health & Safety Training - only 1,000.00 GBP 1,000.00
Total 1,000.00

11.1f all the details are correct, click in the top left corner of the screen.

The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted
ready to match with an invoice.

Create a blank goods receipt Workflow complete

[:]| Goods Receipt (GRO00D00127) & =
1 item, Total (Exclusive) GEP 26.79

3.5 Purchase Order Status

12.Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.

~E72 - =
¥= Purchasing @ Accounts Payable ﬁ Asset Accounting

13.Select My Purchase Orders tile
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95

My Purchase Orders

A list of purchase orders you have already raised will open.

If you repeat steps 1 -5 to find the PO you just receipted, you will notice that the status has
Changed to FULLY RECEIVED

a lstoom 5q] o - P l
Orders Order Lines
'-?ﬂ 1 record. [ T
Clarendon Training Limited FULLY RECEIVED
1510000159 | 10019 | Created 24-Jul-2013 by Daniel Bullimore GBP 1,200.00
1,000.00 (Ex)
Receipt Amount (Inclusive) 1,200.00 Invoice Amount (Inclusive) 0.00

iE 1LINE

PO status’ include:

e« On Order — where the PO has been generated and you are awaiting delivery of the
Goods or Service

o Partially Received — where you have received part of the order but not all of it, so you
have receipted the part you've received (e.g. 3 out of 5 milk cartons)

e Partially Invoiced — Where you have receipted part of the order and matched it with an
invoice.

Fully Received — where you have received all the PO.
¢ Fully Invoices — where the PO has matched with an invoice and its waiting to be paid.
Complete — where the PO has matched with an invoice and it has been paid.

4  Receipting Goods/Services After the Invoice Has Arrived

You may forget to receipt your PO before the invoice arrives in OneFinance. If this happens, you
will receive an email from OneFinance that states: Purchase Order match could not be performed
as Goods Receipts are unable to be invoiced for the identified Purchase Order.

The below steps demonstrate how you would receipt a PO after the invoice has arrived to
Accounts Payable.
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4.1 Getting Started

1. Login to OneFinance.

Tasks Filters

D Inveice - DBLS086 - GBP 13.67
Imported Transaction: Purchase Orde...

D Inveice - DBLS141 - GBP 3600.00
Imported Transaction: Purchase Orde...

D Invoice - DBLS103 - GBP 4800.00
Imported Transaction: Purchase Orde...

D Inveice - DBLS142 - GBP 360.00
Imported Transaction: Purchase Orde...

2. Go the Home tab on the role’s navigation bar at the bottom of the screen.

. 283 )
¥= Purchasing

A list of tasks you need to action will come up.

4. Select the invoice you want to match with your PO.

= Assigned to me (142)

D Invoice - DBLS086 - GBP 13.67

Imported Transaction: Purchase Order match could not be per...
Deadline: 07-Aug-2019 00:00:00 TODAY

D Invoice - DBLS141 - GBP 3600.00

Imported Transaction: Purchase Order match could not be per...
Deadline: 07-Aug-2019 00:00-:00 TODAY

D Invoice - DBLS103 - GBP 4800.00

Imported Transaction: Purchase Order match could not be per...
Deadline: 07-Aug-2019 00:00-00 TODAY

D Invoice - DBL5142 - GBP 360.00

Imported Transaction: Purchase Order match could not be per...
Deadline: 07-Aug-2019 00:00-00 TODAY

D Invoice - DBLS136 - GBP 12000.00

Imperted Transaction: Purchase Order match could not be per...
Deadline: 07-Aug-2019 00:00:00 TODAY

shown.

Search n Invoice - DBLS086 - GBP 13.67

~ Summary

v

Task Description
Unknown Goods Receipt

Deadline
07-Aug-2019 00:00:00

Assigned to
Daniel Bullimare

Received
24-Jul-2019 11:58:55

Latest Comment

Stage has been updated to In Progress (IPG) (Karen Cross, 24-Jul-2019 10:06:38)

Process View

~ Workflow Information

¢ A natural view of the Unknown Goods Receipt is displayed on the right, like the example
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Imported Transaction

UNKNOWN GOODS RECEIPT

Held processing

e

Processing Stage

Imported iy
Classified J
Matched X
Complete

Received Details

Reference DBLS086

Title Invoice

Supplier OFFICE DEPOT UK LTD
673478534

Order Ref. Ls10000088

Total GBP 13.67

System Details

Processing Messages

Format AP PO Invoice
Supplier Pl | 10072

OFFICE DEPOT UK LTD
Date 04-Jul-2013
Due Date 03-Aug-2019
Order L510000088
Document
Processing 13ACTGE
Group
Ledger Code P1

Purchase Order match could not be performed as Goods Receipts are unable to be invoiced for the identified Purchase Order.

Processing Rules: Accounts Payable Processing Rules {F1.DAT_AP.DEFALULT)
0000927 csv | Import Date: 24/07/201% 10:06:03

4.2 Receive Goods

5. Once you’ve selected the invoice you want to receipt your PO against, select the in the

58

top right corner, followed by

33 Show Purchase Order
33 View Transaction

.:.pa Enter Comment

:’pﬁ Receive Goods

33 Reassign ImportedTransaction

Receive Goods
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6. You will then be taken to the Receive Goods screen.

7. Select the quantity (for a Goods PO) or amount (for a Services PO) that you want to receipt.
In this example, we have a quantity of 1.

Black n Red Casebound Book A4 Feint-Rule GDODs
[:.—]‘ L510000086 | Office Depot | 582438 1.00
Black n Red Casebound Bock A4 Feint-Ruled Quantity 1.00

On Order Quantity
1.00

Add

Add
8. Click on the - button to place the item in the shopping cart. Please note that although
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.

The item is added to the shopping cart (top right corner of the screen), indicated like the
example shown.

¥ 1 1 (TEM ADDED ‘
@

e To review the contents, click on the w1 and the items is displayed like the example shown

¥ 1 1/TEM ADDED

Black n Red Casebound Book A4 Feint-Rule Q Q =4

13.67

1)

e You can also delete the item by selecting

e Click the i again to hide what is in the cart

4.3 Approve

Continue

9. Click on the button.

The item is added as line in the receipted items.
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Goods Receipt (GR00000132) & <
1 item, Total (Exclusive) GEP 11.39

Receipted Items =

MG Receipted Items
1item

£ 1record. B e

% Dissection Summary .
B Black n Red Casebound Book A4 Feint-Rule GOODS
@ Office Depot | 582438 GBP 13.67
- T o
LSE purchasing location i= 1 DISSECTION
ElE

"‘/) Authorisation History

2items

e The Goods Receipt number is displayed in the banner at the top left of the screen

| l Goods Receipt (GR0O0000132) & l <
1 item, Total (Exclusive) GBP 11.39

¢ A natural view of the requisition is displayed on the right like the example shown.

GOODS RECEIPT UNAPPROVED
Goods Receipt GRO0000132

Reference Receipted on 24-Jul-

019

Issued 24-Jul-2019

Receipt Total GBP 11.39

Receipt User Daniel Bullimore

Unit Price Line Amount

Description Quantity  Unit (Exclusive) (Exclusive)
Black n Red Casebound Book A4 Feint-Rule 1.00 ea 11.39 GBP 11.39
Total 11.39

10.1If all the details are correct, click in the top left corner of the screen.

The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted
ready to match with an invoice.

Create a blank goods receipt Warkflow complete
Goods Receipt (GR00000132) & =
1 item, Total (Exclusive) GBP 11.39

11.The task will then disappear from the My Tasks tile and you will receive an email to say the
invoice has been accepted.
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4.4 Purchase Order Status

12.Go to the Purchasing tab on the role’s navigation bar at the bottom of the screen.

872
\.-_: Purchasing @ Accounts Payable ﬁ@ Asset Accounting

13.Select My Purchase Orders tile

95

My Purchase Orders

A list of purchase orders you have already raised will open.

.

k Clear all T

14.Un-filter the search by selecting (top left of the screen) followed by

15.You can then search for the purchase order number you just matched in the search bar. You
will notice that the status has changed to ©©MPLETE

Office Depot COMPLETE
510000086 | 10072 | Created 04-Jul-2019 by Daniel Bullimore GBP 13.67

11.39 (Ex)
Receipt Amount (Inclusive) 13.67 = 1 LINE
Invoice Amount (Inclusive) 13.67

PO status’ include:

e On Order — where the PO has been generated and you are awaiting delivery of the
Goods or Service

o Partially Received — where you have received part of the order but not all of it, so you
have receipted the part you’ve received (e.g. 3 out of 5 milk cartons)

e Partially Invoiced — Where you have receipted part of the order and matched it with an
invoice.

Fully Received — where you have received all the PO.
Fully Invoices — where the PO has matched with an invoice and its waiting to be paid.
Complete — where the PO has matched with an invoice and it has been paid.
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4.5 Other Actions Available

46 Resubmit

16.1 Repeat actions 1 —4.
16.2 Once you'v selected the invoice select in the top right corner

:.;3 Show Purchase Order
33 View Transaction

33 Enter Comment

:’pﬁ Receive Goods

33 Reassign ImportedTransaction

¢ You may choose the Resubmit button if you amend a purchase order to the value of the
invoice. Once the budget approver has approved the order amendment and you receipt
the PO, you can Resubmit the task for matching.

4.7 Show Purchase Order

17.1. Repeat actions 1 — 4.

17.2. Once you've selected the invoice you want to receipt your PO against, select the in

i 33 Show Purchase Qrder
the top right corner, followed by

33 Show Purchase Order
33 View Transaction

33 Enter Comment

33 Receive Goods

33 Reassign ImportedTransaction

17.3 The Purchase Order screen opens and you are able to view the purchase order that the
invoice relates to.
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FEO—

@ Salesforce.org (L510000142) & =

\! Requested Items
2items

Requested ltems

ON ORDER L 2records.

D

Iphone for Daniel Bullimore

= pissecti
0= Dissection Summary ) .
RQO0000686 | Daniel Bullimore

2 dissections
Unit Amount (Inclusive)
260.00

REQUIRED 254JUL-2019

Receipt Amount (Inclusive)
0.00

Settings

LSE purchasing lacation
Required 25-Jul-201%

Invoice Amount (Inclusive)
0.00

A natural view of the Purchase Order is displayed on the right, like the example shown.

PURCHASE ORDER ON ORDER

Salesforce.org Order LS10000142
100 Mew Bridge Street

City of London

ity of London Vendor 10010

London EC4V 6JA Issued 18-Jul-2019

Required 25-Jul-2019

Attention Foundation Billing Currency GEBFP

Requisition User Daniel Bullimore

Ordered Received Invoiced

Amount Amount Amount

Description Qty (Exclusive) Qty (Exclusive) Qty (Exclusive)

Iphone for Daniel Bullimore 1.00 300.00 0.00 0.00 0.00 0.00

17.4 Select (top left of the screen) followed by

Create amendment

@ Salesforc

E Requested Item

)

|'1_’I Transmit order
L
@  Cancel order

£ Cancel and print order
te

Zitems Cancel and background print arder
c
S ) view requisition I
= Receive order lines
= Dissection Sumr....., : m

17.5 Repeat steps 6 — 15.

Receive order lines

4.8 View Transaction

18.1 Repeat steps 1 —4.

18.2

. g View Transaction
the top right corner, followed by

Once you've selected the invoice you want to receipt your PO against, select the in
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-

33 Show Purchase Order
;ﬂ View Transaction

33 Enter Comment

33 Receive Goods

;2 Reazsign ImportedTransaction

18.3 The Imported Transaction Details screen opens and you are able to view the
Transaction Details

Invoice DBLS142 &
18/07/2019 | Salesforce.org | 0000936.csv

%3 Transaction Details Transaction Details
AP PO Invoice

Tosal 360.00 ~ Processing Status

00D5 RECEIPT

Processing Result

~ Unknown Goods Receipt

Attachments
1 Attachment Messages

Purchase Order match could not be performed as Goods Receipts are
unable to be invoiced for the identified Purchase Order.

A Messages
Last Process Action

1 message Held processing

7% Processing History
2 process actions

~ Comments

Comment Selection Code

' Business Process Tasks

11 Tasks Comment
1 5cheduled Task

Comment By
»d" Purchase Order

e A natural view of the invoice is displayed on the right, like the example shown.

Page 20 | Back to Contents Page




INVOICE

INVOICE NUMBER: DBLS142 ON ORDER
Salesforce.org Order LS10000142
100 New Bridge Street
City of London
m; o London Vendor 10010
London EC4V 6JA Issued 18-Jul-2019

Required 25-Jul-201%

Attention Foundation Billing Currency 8P

Requisition User Daniel Bullimore

Ordered Received Invoiced

Amount Amount Amount

Description Qty (Exclusive) _ Qty (Exclusive)  Qty (Exclusive)

Iphone for Daniel Bullimore 1.00 300.00 0.00 0.00 0.00 0.00
EXCLUSIVE AMOUNT £300.00

18.4

18.5

Select (top left of the screen) which will take you back to My Tasks

Repeat steps 5 — 15.

VAT AMOUNT £ 60.00

TOTAL INCLUSIVE: £ 360.00

4.8

19.1
19.2

Enter Comment

Repeat steps 1 — 4.

Once you’ve selected the invoice you want to receipt your PO against, select the in

the top right corner, followed by

33 Show Purchase QOrder

33 Wiew Transaction

33 Enter Comment

33 Receive Goods

33 Reassign ImportedTransaction

33 Enter Comment
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19.3 The Enter Comment screen will appear, and you can add a comment. Once you’ve

e

5
added your comment, select i

A Imvoice - DBLS142 - GBP 360.00

Enter Comment Cancel

Comment * 36E
Waiting on goods to be delivered. Q

19.4 The comment then appears at the bottom in the natural view (right side of the screen).

Comment

Waiting on goods to be delivered.

Processing Messages

Purchase Order match could not be performed as Goods Receipts are unable to be invoiced for the identified Purchase Order.

Processing Rules: Accounts Payable Processing Rules (F1.DAT.AP.DEFALLT)
0000936.csv | Import Date: 24/07/2019 10:06:10

Oy
A

You may add a comment if you are waiting for the Goods/Services to arrive, or if you have
returned the Goods and you are awaiting the Credit Note.

4.10 Reassign Imported Transaction

20.1 Repeat steps 1 —4.

20.2 Once you've selected the invoice you want to receipt your PO against, select the in

the top right corner, followed by 58 Reassign ImportedTransaction

33 Show Purchase Order
33 View Transaction

33 Enter Comment

33 Receive Goods

33 Reassign ImportedTransaction
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20.3 The Reassign Imported Transaction screen will open, and you can type in the person

e

you want to receipt the PO on your behalf and add a comment. Then click =

A Invoice - DBLS142 - GBP 360.00

Reassign ImportedTransaction Cancel | JECNS

~ Assignment

User *
BULLIMOD (Daniel Bullimore) -

Comments
Please receipt if the order has arrived. Thank youf| (%)

5 Receipting Blanket Purchase Orders

When you raise a blanket purchase order, you should always select ‘Services’ in the
Goods/Services field (please see guide Raising a Blanket Order). This is important because when
you receive an invoice to match with the PO, you will be able to receipt the PO based on the
amount of the invoice, rather than the quantity which can be more limiting when it comes to
receipting.

The majority of blanket orders you will receipt after the invoice has arrived as you need to know
how much to receipt from the total value for the year.

5.1 Getting Started

1. Login to OneFinance.

2. Go the Home tab on the role’s navigation bar at the bottom of the screen.

- 883
¥ Purchasing @ Accounts Payable ﬁﬂ Asset Accounting
el = J &

3. Select My Tasks tile
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T

Filters

D Invoice - DBLS086 - GBP 13.67

Imported Transaction: P

urchase Orde...

D Invoice - DBLS141 - GBP 3600.00

Imported Transaction: P

urchase Orde...

D Invoice - DBL5103 - GBP 4800.00

Imported Transaction: P

urchase Orde...

D Inveice - DBLS142 - GBP 360.00

Imported Transaction: P

urchase Orde...

A list of tasks you need to action will come up.

4. Select the invoice you want to match with your PO.

Assigned to me (1

Invoice - DBLS160 - GBP 3.00

42)

n Invoice - DBLS160 - GBP 3.00

Imported Transaction: Purchase Order match could not be perfor

Desdline: 08-Aug-2019 00:00:00

TODAY

(1) *HP EliteDisplay E223 21.5-inc... - GBP 141.59

** Requisition: Commadity Review
From: General User
Wich pool: IT Pool

(1) Clear Sack 2 - GBP 26.08
Goods Receipt: Create Receipt
From: Daniel Bullimore
Wich: BULLIMOD

g (2) Hi Vis Waistcoat Coat (ladies),.
*~ Requisition: Budget Approval
Deadline: 01-Jan-0001 00-:00:00
From: hr Budger Halder
With: BULLIMOD

(1) Heawy Duty Sack - GBP 14.04
** Requisition: Create Requisition

From: Mr Budget Holder

With: BULLIMOD

YESTERDAY

TUESDAY

..-GBP 61.86

MONDAY

MONDAY

g (1) Health & Safety Training - GBP 600.00

e A natural view of the Unknown Goods Receipt is displayed on the right, like the example

shown.

~ Summary

~

~

Unknown Goods Receipt

08-Aug-2019 00:00:00

25Jul-2019 11:14:04

Stage has been updated o In Progress (IPG) (Concha Hutchins, 25-Jul-2019 10:06:19)

Workflow Information

LSE Business Process for AP Automation - Unknown Goods Receipt
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|I‘np0rted Transaction UNKHOWN GOODS RECEIPT
Held processing

Processing Stage

Imported
Classified
Matched
Complete -

o4&

Received Details
Reference DBLS1eD

Title Inwoice
L Supplier Jon=s Bros
g 303 2859 18
Order Ref. LS10000160
Total GEP 3.00

System Details

Format AP PO Invoica
Supplier P1| 10018
Jones Bros
Date 24-1ul-201%
Due Date 23-Aug-2012
Order L510000160
Document
Processing 13ACTGE
Group

Ledger Code P1

Processing Messages

Purchase Order match could not be performed 25 Goods Recsipts are unable to be invoiced for the identified Purchass Order.

Proceszing Rules: Accounts Payable Processing Rules (F1.DAT.AF DEFAULT)
0000950 csv | Import Date: 2570772019 10:05:31

5.2 View Transaction

" View T i
5. Select the in the top right corner, followed by & VvenTransecton

33 Show Purchase Order
33 View Transaction

33 Enter Comment

33 Receive Goods

33 Reassign ImportedTransaction

6. The Imported Transaction Details screen opens and you are able to view the Transaction
Details
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Manually enter

7.

Invoice DBLS160 &
24/07/2018 | Jones Bros | 0000550.csv

05 Transaction Details Transaction Details
AP PO Invaice
Total 3.00

UNKMNOWN GOODS RECEIPT

-~ Processing Status

Processing Result

= Unknown Goods Receipt

Attachments
1 Attachment Mezsages
Purchase Order match could not be performed as Goods Receipts are
unable to be invoiced for the identified Purchase Order.
Messages Last Process Action
1 message

Held processing

{T}» Processing History

2 process actions

~ Comments

Comment Selection Code

v Business Process Tasks
6 Tazks Comment
1 Scheduled Tazk

Comment By

A natural view of the invoice is displayed on the right, like the example shown.

- INVOICE

INVOICE NO. DBLS160 ON ORDER

Jones Bros Order LS10000160
1}3 Blount Stre‘:t

ower Hamle 4

London E14 TRL : Y

Issued 24-Jul-2019

Expiry date 3-Jul-2020

Attention Currency GBP

Requisition User Daniel Bullimore

Ordered Received Invoiced

Amount Amount Amount

Description Oty (Exclusive) Oty (Exclusive) Oty (Exclusive)

Milk for the year = 366.00 = 0.00 - 0.00

EXCLUSIVE AMOUNT £2.50

VAT AMOUNT £0.50

TOTAL INCLUSIVE: £ 3.00

Take note of the VAT Exclusive amount on the invoice as this is the amount you will have to
receipt on your blanket PO.
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9. Select (top left of the screen) which will take you back to My Tasks.

5.3 Receive Goods

10.Re-select the invoice you want to receipt against.

11.Select the in the top right corner, followed by 58 Receive Goods

33 Show Purchase Order
33 View Transaction

32 Enter Comment

32 Receive Goods

32 Reazsign Imported Transaction

12.You will then be taken to the Receive Goods screen.

13.In the Amount field, type the VAT Exclusive amount that was on the invoice in Step 8. In this
example, the VAT Exclusive amount was £2.50

Milk for the year SERVICE
L510000160 | Jones Bros GBP 439.20
GEP 366.00 (Ex)
Milk for the year - LSE Ainance Division
Amount 2.50

Add

Add
14.Click on the - button to place the item in the shopping cart. Please note that although
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.

The item is added to the shopping cart (top right corner of the screen), indicated like the
example shown.

¥ 1 1 (TEM ADDED ‘
@

e To review the contents, click on the w1 and the items is displayed like the example shown
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Milk for the year g E i

3.00

)

e You can also delete the item by selecting

e Click the " again to hide what is in the cart

5.4 Approve

Continue

15.Click on the button.

The item is added as line in the receipted items.

Goods Receipt (GR00000134) & =
1 item, Total (Exclusive) GBP 2.50

e Receipted ltems

1iem

Receipted ltems

S 1record.
2 pissection Summary
0= Milk for the year
1 disseczion
Jones Bros
. Purchass Order
13, Sextings L510000160
L5E purchasing locstion
DANIEL BULLIMORE

:‘a Authorisation History

2iems

e The Goods Receipt number is displayed in the banner at the top left of the screen

Goods Receipt (GRO0000D134) &+ <
1 item, Total {Exclusive) GBP 2.50

e A natural view of the requisition is displayed on the right, like the example shown.

a8 e

SERVICE
GBP 3.00
2.50 (Ex)
ONLY
iF 1 DISSECTION
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Goods Receipt

UNAPPROVED

GRO00OO0134

Reference Receipted on 25-Jul-

2019

Issued 25-Jul-2019

Receipt Total GEBP 2.50

Receipt User Daniel Bullimore

Unit Price Line Amount

Description Quantity  Unit (Exclusive) (Exclusive)
Milk for the year - only 2.50 GEP 2.50
Total 2.50

16.If all the details are correct, click in the top left corner of the screen.

The Goods Receipt will then state: ‘Workflow Complete’, and the order has been receipted

and the invoice matched.

Create a blank goods receipt Workflow complete

Goods Receipt (GRO0O000134) & =
a 1 item, Total {Exclusive) GBF 2.50

17.The task will then disappear from the My Tasks tile and you will receive an email to say the

invoice has been accepted.

5.5 Purchase Order Status

18.Go to the Purchasing tab on the role’s navigation bar at the bottom of the screen.

~B72 .
¥="Purchasing
=

@ Accounts Payable

ﬁ@ Asset Accounting

19.Select My Purchase Orders tile

My Purchase Orders

A list of purchase orders you have already raised will open.
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%ﬂ Clear all T

20.Un-filter the search by selecting (top left of the screen) followed by
21.You can then search for the purchase order number you just matched in the search bar. You
will notice that the status has changed to PARTIALLY INVOICED

e Your blanket PO will remain this status until either:
- The PO expires (based on the expiry date you inputted when you raised it)
OR
- You have receipted and matched the total amount.

B LS10000160 - ,0
Orders Order Lines
¥ 1record. =
aneS Bros PARTIALLY INVOICED
510000160 | 10018 | Created 24-Jul-2019 by Daniel Bullimore GBP 439.20
366.00 (Ex)
Receipt Amount (Inclusive) 3.00 Invoice Amount (Inclusive) 3.00 i:E 1 LINE

PO status’ include:

e On Order — where the PO has been generated and you are awaiting delivery of the
Goods or Service

o Partially Received — where you have received part of the order but not all of it, so you
have receipted the part you've received (e.g. 3 out of 5 milk cartons)

e Partially Invoiced — Where you have receipted part of the order and matched it with an
invoice.

e Fully Received — where you have received all the PO.
Fully Invoices — where the PO has matched with an invoice and its waiting to be paid.
e Complete — where the PO has matched with an invoice and it has been paid.
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