RECEIVER REFERENCE GUIDE

Individual users who have been granted the role of Receiver in the FMS system will be able to
process receivings against requisitions for specific requisitioners. All goods and services must be
formally received within the FMS system in order to allow for processing of payment to the
supplier.

Receipts can be complete or partial, depending on the total amount received versus the total
amount requested. There can be multiple receipts against a single requisition. It is important to
receive accurate quantities within the system, and to perform partial receipts when appropriate so
that payments to suppliers are accurate and timely.

Attachments, such as packing slips and delivery receipts, MUST be attached to the receivings for
your goods and services. For Goods that have been received, a packing slip or delivery
document should be attached to the Header Comments on the Receiving screen.

For Services that have been received, please complete the Certification of Receipt of Services
template (located on the OneMontclair > Finance > Forms website) and attach it to the Header
Comments area of the receiving screen.

NOTE — Do NOT attach any invoices to the Receiving screen in FMS. If a Requisitioner has
received an invoice to be paid, it must be sent separately to the Accounts Payable department
at invoices@montclair.edu.

When searching for a requisition that has not previously had any receipts posted against it, use
PO(s) Disbursed in the Request State field of the Manage Requisitions screen. If a requisition
has had previous receipts against it, use Partially Received in the Request State field of the
Manage Requisitions screen.

1. After signing into the system, navigate to the Manage Requisitions screen via Main
Menu > eProcurement > Manage Requisitions.
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2. Inthe Search Requisitions section, click the Clear button and then set the Request State
to PO(s) Dispatched for an initial receiving or to Partially Received for subsequent
receipts.

3. Click the Search button.

Favorites = Main Menu~= > eProcurement = > Manage Requisitions

2 MONTCLAIR STATE
© UNIVERSITY

Manage Requisitions

Requisition Search || Keyword Search
Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit MSU01 @, Requisition Name @,
Requisition 1D L Reguest State PO(s) Dispatched 2 - Budget Status -

@
Date From El Date To El
Requester @ Entered By @ POID @,
Search 3 Clear Show Advanced Search
! The Requester specified has no Requisitions.
Create New Requisition Review Change Request Review Change Tracking lManage Receipts Requisition Report

A list of all of the requisitions meeting the search criteria will display.

4. Locate the target requisition from the list, and click the Select Action drop-down on the
corresponding line.

5. Select Receive from the list of options.

6. Click the Go button to open the Requisition Lines to Receive screen.

Manage Requisitions

Requisition Search Keywaord Search

Search Requisitions

To locate requisitions, edit the criteria below and click the Search bution.

Business Unit MSU01 @, Requisition Name @,
Requisition 1D O‘ Request State PO(s) Dispatched - Budget Status -
Date From [ Date To £
Requester (] Entered By @, POID @,
Search Clear Show Advanced Search

Requisitions (7

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req 1D Requisition Name BU Date Request State Budget Total

0000005132 IT-TTUTSS: Office Supp... MSU01  10/30/2015 PO{s) Dispatched Valid 50.84 USD [SelectAction]

00000049989  IT-TSS: Lab Toner order MSUD1  10/28/2015 PO(s) Dispatched Valid 335325 USD [SelectAction] 4 [10 6
Approvals

0000003158  |T-TSS: SCCM backup so..  MSUO01  09/25/2015 PO(s)Dispatched Valid 5,596.00 USD | Copy
Edit

0000000453 TM#26640-DI122BYODi.. MSU01 07/28/2015 PO(s) Dispatched Valid 11,590.00 USD |Receive Go
View Print
[Select Action]

Create New Requisition Review Change Reguest Review Change Tracking Manage Receipts REQUISTION R

7. Select the individual line(s) to be received by placing a checkmark to the left of the
specific line(s). To receive all lines at once, click the Check All button in the bottom left
corner of the screen.

8. Click the Receive Selected button at the top of the list.
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Receive ltems

eProcurement = » Manage Requisitions

ing for requisition IT-T$S: Lab Toner order

go to the Receive Form.

Requisition Lines to ReCEwe

Requisition Lines to Receive

Purchase Order Details

ltem  TotReq

Accepted

Personalize | Find | View Al | |5

Home

First'4/ 1-5 075 ‘¥ Last

ReqBU  Requisition Itemn Description b S s UOM ShipTo | ShipToGLN  Afiention To Supplier Supplier ID Number
’
. HP 5234, (CB380A) Black )
[ Msuo1 S:LabToner  (riginal laserlet Toner 3 0 EA  MSUOT Vikdor Turchyn/UNS100/x7322 s ason
Cartridge -
. HP 8244, (CB3S1A) Cyan T
[ usup  TES:LabToner Qriginal LaserJet Toner 2 0 EA  MSUD1 Viktor Turchyn/UNS100/x7322 ;DE: paASON
Cartridge -
. HP 8244, (CB382A) Yelow .
[F msuoi S LabTONer  Griginal aserlet Toner 2 0 EA  MSUD1 Viktor Turchyn/UNS100/7322 W B MASON
Cartridge -001
HP 5244, (CH383A) Magenta e
[ usuni Original Laserlet Toner 2 0 EA  MSUDT Viktor Turchyn/UNS10047322 o ason
Cartridge -
HP 25X, (CF325X) High Yield "
[ Msuo1 rs Lab Toner Black Original LaserJet Toner 3 0 EA  MSUD1 Viktor Turchyn/UNS100/7322 ‘6'031 MASON
artridge B

Check All Clear Al

The Receive Items screen displays.

9. Review each line and enter the amount received for each item in the Received Quantity
column.

NOTE: If the actual amount received for each line item is less than the total amount ordered,

enter the actual amount received, this is known as a partial receipt.

10. Click the “Add Header Comments” link at the top of the Receipt Lines to attach your
packing slip or delivery document to the receiving.

11. Click the Save Receipt button to add this receipt into the system.

Favorites =

Main Menu - > eProcurement - » Manage Requisitions

' MONTCLAIR STATE
UNIVERSITY

Receive ltems

Hew Receipt
*Business Unit MSUM
Receipt Status Open

*Received Date |11/02/2015 El

Reject Shipment

10

Personalize | Find | View A | L2 | [

- Unit Unit
Procurement Primary Allocation

Receipt Lines 2 First ‘4 1-5 0f 5'®’ Last

Received Accept

Line Item Id Item Description Quantity oM Quantity Details Receipt Group ID Unit Allocation PO Cancel Line
Amt Gty

1 HP 8234, (CB350A) Blac| 3.0000 2 EA @, 3.0000 &y ] N _.,‘1 (S 4

pid HP 8244, (CB3814) Cva 2.0000 2 [EA |, 2.0000 B () N B @ X

3 HP 8244, (CA382A) Vel 2 0000 [ EA @, 2 oooo [ - N B ® X

4 HP 8244, (CB383A) Mag 2.0000 2 EA |@, 2.0000 &y () N _.;o‘ @ X

5 HP 25X, (CF325X) High 3.0000 3 [EA , 2.0000 Y # N B ® X

q Save Receipt

11

Add New Receipt Inguire Receipts

The Receipt Saved Successfully screen displays and lists the specific receiving number for this
record in the system.
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51 MONTCLAIR STATE
UNIVERSITY

Receipt Saved Successfull

You have saved receipt# 0000004660 containing the following items:

Receipt Lines Perzonalize | Find |2 [ First 4 125 0F 5% Last

Received

Line Itern Description Reject Guantity Accept Guantity

Cruantity
1 _l'ricllz‘ni?;f%ﬁ;.rt(rtildﬁgisnﬁx} Black Original Laserlet 3.0000 - 0000
3 _l:fniftﬁg.ﬂtrt;jﬁgimﬁx} Cyan Original LaserJet 2 0000 -
3 _l:fniftﬁg.ﬂtrt;jﬁgim} “ellow Original LaserJet 2 0000 - 0000
4 _l:fniftﬁg.ﬂ(rt;jﬁgiﬂﬁx} Magenta Original Laserlet 2 0000 I
5 Laseriut Toner Cartridge o ore 30000 30000
Return to Manage Reguizitions Return to Receiving

Cancel a Receipt
A receipt may need to be canceled for a variety of reasons. One reason is the purchase order
must be canceled, but to do so, the receiving must be reversed BEFORE the purchase order can

be canceled.

1. From the Manage Requisition search results, expand the arrow of the targeted requisition
to view the Lifecycle.

Favorites - ‘ Main Menu~ > eProcurement = > Manage Requisitions

1 MONTCLAIR STATE

¥ UNIVERSITY. All  ~| Search 3 | Advanced Search

Manage Requisitions

Requisition Search Keyword Search

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit MSUD1 @, Requisition Name @,
Requisition ID @, Request State i Budget Status hd
Date From El Date To|03/29/2017 El
Requester 10247451 @, Entered By @, POID @,
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

0000023141  really cool pens MSUO1  12/19/2016 Canceled valid 0.00 UsD | [Select Action] v Go

0000011383 2016 Graduation Tshirts MSUO1 03162016 Canceled valid 0.00 UsD |[Select Action] || Go

0000002729  Supplies for TT&I MSUO1 094172015 Complete Walid 70.16 UsD | [Select Action] v Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

2. Click the Receiving icon to display the line item(s) for this request.
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Favorites - | Main Menu~ > eProcurement = > Manage Requisitions

T MONTCLAIR STATE

All ~ c 3
UNIVERSITY Search » | Advanced Search

Search Clear Show Advanced Search
Requisitions (7

To view the lifespan and line items for a requisition, click the Expand friangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req 1D Requisition Name BU Date Request State Budget Total
0000023141 really cool pens MSUD1  12/19/2016 Canceled valid 0.00 UsD|[Select Action] v Go
0000011383 2016 Graduation Tshirts MSUO1  03/16/2016 Canceled valid 0.00 USD |[Select Action] v Go
0000002729  Supplies for TT&I MSUD1  09/17/2015 Complete Valid 70.16 USD | [Select Action] v Go
Requester Elizabetn Pataki Entered By Elizabeth Pataki Priority Medium
Pre-Encumbrance Balance 0.00 USD
=3 —
B @ @ 1 & G 5
Requisition Approvals Inventory pg';_“dlﬂr:e gggﬂg; Receiing Returns Invoice Payment
Request Lifespan:
Line Information Personalize | Find | 2 | First'4' 1-50f6 '*/ Last
Line Description Status Price Quantity uom Supplier
@ G2 Premium Retractable Gel |... Closed 13.48000 Uso 1.0000 DZ WEB MASCON COINC
2 @ 100% Recycled File Folders, ... Closed 15.23000 uso 1.0000 BX W B MASCN COINC

3. The Manage Receipts screen displays. Click the Details icon for the selected
requisition, to open up line detail information.

Favorites - | Main Menu~ : eProcurement ~ > Manage Requisitions

= MONTCLAIR STATE

¥ UNIVERSITY All | Search s | Advanced Search
Manage Receipts
Find a Receipt
Show Status: Requisition Name:
| Received/Open v | Search Clear
Receipts Personalize | Find | View All |22 [E  First @ 10f1 » Last
Net
Requisition Receipt ID Recv Date POID Received Status
Quantity
Supplies for TT&I 0000002174 09/21/2015  0O0ODOO3198 16.0000 Received | B & X
Return to Manage Requisitions Add New Receipt Manage Return To Supplier

4. To cancel the receiving for a specific line(s), click the Receipt Comments icon, on the
Receive Items screen, to add comments to a specific line, and click the red X(s) to cancel
receipts of specific line(s).

To cancel the receiving for the entire request, click the Add Header Comments link to
add comments to the entire request, and click the red X(s) to cancel receipts of specific
line(s).
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NOTE - Comments should reflect the reason for the cancelation of the receipt, and include any
available supporting documentation.

I MONTCLAIR STATE
" UNIVERSITY

Receive ltems
Receipt No 0000002174
*Business Unit Q
Receipt Status Fully Received

*Received Date 09/21/2015 EY

Receipt Lines (2
Line Item Id Item Description

G2 Premium Retractab
100% Recycled File F
(G2 Premium Retractab
Spiral Bound 1 Subje

Fink Pearl Eraser, L

@ o b oW R

Paoly Cover Notebook,

Save Receipt

Add New Receipt

All = | Search

Received
Quantity

1.0000
1.0000
1.0000
10.0000
1.0000
2.0000

Favorites - ‘ Main Menu~ > eProcurement ~ > Manage Requisitions

# | Advanced Search

Click to add receipt comments
for the entire reauest

Accept
'UOM Quantity

Dz 10000
Fy BX  1.0000

fy Dz  1.0000
By EA 100000
B PK  1.0000

By EA  2.0000

Inquire Receipts

¥

Add Header Comments Reject Shipment

Details Receipt

IEE%
%
I?él
IEEéI
IEE%
%

V00000

Personalize | Find | view Al | (2 | E First 4 15016 ) Last

- Unit Unit
Procurement  Primary a;ocation  Allocation PO Cancel Line
Group ID Unit Amt

T
28

el
VOVOVV0
HAKAKX

N

gl &l &

1 &

T
2

Z

Tl

b

Receipt Comment icon for
each corresponding line item

Now that the Receiving has been canceled, the Purchase Order can be canceled.
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