CUNYfirst Procurement Module

Quick Guide-How to Create a Receipt for requestors who want to create a
receipt for goods or services they have received in CUNYfirst.

1. Login to CUNYfirst https://home.cunyfirst.cuny.edu
2. Access the State Module-Financials Supply Chain
a. New pop-up window will appear so be sure your browser allows pop-ups from CUNYfirst

site

ENTERPRISE MENU

1z envice
Financials Supply Chain
= HE NpUs SOIUtor

— firsiSolutions Knowledge Base

3. Click on Purchasing
4. Click on Receipts
5. Click Add Update Receipts

~
-
E!lu.....,..w.... Home | Workist | AddtoFavorites | Sign out

Main Menu > Purchasing >

Bearch: 2] -
Receipts
My Favorites ter and load receiving data, generate accruals, review and report on receipts.
CUNY v
Employee Self-Senice Add/Update Receipts E Inspect Receipts Maintain Delivery Information
Manager Self-Senice Enter receipti ion such as distributit Inspect receipts according to inspection instructions; View delivery location and ship to information for the
Vendors rejects, and assettag IDs. setup necessary RTVs. goods.
| Purchasing
[> Requisitions —_ —
[> Procurement Contracts E Maintain Activity and Comments @ Review Receipt Information [ Reports
[> Purchase Orders Enter or track activities and comments associated Run inquiries on receipt details and activities Generate receiving reporis such as summaries,
EdReceipts) with a receipt. =] ASN History labels, and accruals.
> Review Receipt Information ] Re_celL'S ) = Receipt Delivery
1 Reports = Partially Received POs = Advanced Shipment Receipts
— Add/Update Receipts 4 More... =] Planned Receipts
— Inspect Receipts 11 More...
— Maintain Delivery Information|
— Maintain Activity and
Comments
[> Analyze Procurement
eProcurement

6. Ensure the correct Business Unit is entered
a. HTRPR=Hunter College
b. HCSPR= Hunter College High School
7. Click Add
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CUNY:irst &% |

oty gt rmsrce & S ont Home | Workist | Addto Favorites

Search:

Sign out

New Window | Help | hltatv

® Receiving

[ My Favorites
> CUNY
> Employee Self-Senvice
> Manager Self-Senice Find an Existing Value Add a New Value
[> Vendors
[~ Purchasing

[ Requisitions . .

> Procurement Contracts Business Unit: [HTRPR|Q

[> Purchase Orders Receipt Number:|NEXT

< Receipts B
I Review Receipt Information| PO Receipt 2

> Reports

— Add/Update Receipts Add
— Inspect Receipts —I 7

— Maintain Delivery
Information
— Maintain Activity and Find an Existing Value | Add a New Value
Comments
[> Analyze Procurement
LL> eProcurement

8. Enter search criteria to find the Purchase Order for the goods or services you received
a. Search by Purchase Order ID for most accurate results (10 Digit Number)
9. Click Search
10. In the search results, Check the box(s) next to the Row(s) that are applicable to the goods or
services you are creating a receipt for.
a. If the Purchase Order has multiple lines for the goods or services you received, check all

that apply
11. Click OK
b
oy e Bvssces & S fod Home | Wordist | AddtoFavorites | Signout
New Window | Help | Customize Page | ,fij,
Bearch:
® Select Purchase Order
My Favorites
CUNY —
Employee Self-Senice Search Criteria
Manager Self-Senice .
V. IQ; PO Unit: Days +/- Today:
fgachasing ID: Start Date: B
[> Requisitions
[> Procurement Contracts . . . 51
» Purchase O Line/Sched Num: End Date: &y
v Receu[_xs . " Release: Vendor Name: @ Vendor Looku
I> Review Receipt Information
I Reports a
Item ID: Vendor Item ID:
— Add/Update Receipts em endorftem
— Inspect Receipts X Ship To: Manufacturer ID: ‘ Q
— Maintain Delivery Information|
— Maintain Activity and io Via: .
C:,I:r:::l'sc pan Ship Via: Manufacturer's Item ID: ‘ Q
[ Analyze Procurement [ Retrieve Open PO Schedul
eProcurement Receipt Opti
Senices Procurement e .
Accounts Payable @& No Order Qty © Ordered Qty © PO Remaining Qty
Commitment Control » -
Set Up Financials/Supply Chain | M Ll LS Customize | Find | View 4l | )| #  First Bl 45018 I Last
Enterprise Components Selected Rows Shipping Related More Details S
1V_V°"<'|j|$t Sel (PO Unit POID Line |Sched |Release Due Date |item
ree Manager
[T HIRPR 0000000189 1 1 08/23/2013
HTRPR 0000000189 2 1 08/23/2013
HTRPR 0000000189 2 1 08/23/2013
HTRPR 0000000189 4 1 08/23/2013
HTRPR 0000000189 5 1 08/23/2013
Select All Clear All
Cancel I Refresh
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12. Determine the quantity and quality of the received goods or services

13. Enter the corresponding Price or Quanity for the goods or services received
a. AMOUNT ONLY (Open PO): Enter the Price of the goods or services received
b. QUANTITY: Enter the number of items received

14. Click Header Details

AMOUNT ONLY (Open PO)
CUNYirst &%

Ry gt s & Sevicen ot

Search:

®
> My Favorites
[> CUNY
> Employee Self-Senice
> Manager Self-Senice
[> Vendors
[~ Purchasing
[> Requisitions
[> Procurement Contracts
[> Purchase Orders
< Receipts
P Review Receipt
P Reports
— Inspect Receipts
— Maintain Delivery
Information
— Maintain Activity and
Comments
[> Analyze Procurement
> eProcurement
[> Senices Procurement
[> Accounts Payable
> Commitment Control
> Set Up Financials/Supply Chain
ise C

Maintain Receipts

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page |\,

p!

Receiving

Business Unit:

Receipt ID:

Amount Only
purchase order
for

2000.00000

Receipt Status:

Add Comments

Open

Activities

Custonize | Find | View A
i Input Source Information

@ 1.0000 Open

zceipt Qty Accept Qty | Status | Se:

i

™ Interface Receipt

@ save | [ Notiy | | Refresh

>

[E4 Add | 57 Update/Display

QUANTITY

CUNY/irst &

Sty iingrnd Bvaswees & Swmice oot

Search:

> My Favorites
> CUNY
> Employee Self-Senice
> Manager Self-Senice
1> Vendors
> Purchasing
[> Requisitions.
[> Procurement Contracts
[> Purchase Orders
<2 Receipts
[ Review Receipt Information

[> Reports
— Inspect Receipts
— Maintain Delivery Information|
— Maintain Activity and
Comments
[> Analyze Procurement

1> eProcurement

1> Senices Procurement

1> Accounts Payable

1> Commitment Control

1> Set Up Financials/Supply Chain

[> Enterprise Components

> Worklist

1> Tree Manager

I Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

— My Dictionary

— firstSolutions Knowledge Base

Maintain Receipts

Home | Workiist | AddtoFavorites | Signout

New Window | Help | Customize Page | h{%

Receiving

Business Unit:

Receipt ID:

5.70000

Receipt Status:

Add Comments

Open

Activities

Device

Track

h Device
EA |Q Track

’7 Device
EA_IQ Track

[ Interface Receipt

& sawe | [=] Notify | % Refresh

[Ek Add | FFUpdate/Display
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15. Confirm and update the Receipt Date to reflect the date the goods or services were received

16. Click OK

CUNYirst &5

Sy ngrond Braswces & Saices Too

[Search:

®
My Favorites
CUNY
Employee Self-Senice
Manager Self-Senice
Vendors
|> Purchasing
[> Requisitions
[> Procurement Contracts
[> Purchase Orders
<2 Receipts
> Review Receipt Information

[> Reports

— Inspect Receipts

— Maintain Delivery Information|

— Maintain Activity and

Comments

[> Analyze Procurement
eProcurement
Senices Procurement
Accounts Payable
Commitment Control
Set Up Financials/Supply Chain
Enterprise Components
Worklist

17. Click Save

Maintain Receipts

New Window | Help | Customize Page | ,,',%

Header Details

Business Unit: HTRPR
Receipt ID: NEXT
Receive Source: On-line
Vendor: 2000004750
Location: MAINCHECK

Last Change Date

15

08/26/12013

Receipt Time: 13:59PM

*Receipt Date:

User ID 23148154
Receipt Status: Open
Name:

*Ship To:

Last User to Modify

» Shipping Information
» Match Options

Receipt Hold Opti~~=

[7 Process Manufacturing
[ Process Inventory
[7 Process Assets

18. Print this page
19. Write the PO ID, Your Name, Your Department, and Sign
20. This is your new receiving report and should be returned to Accounts Payable with all

supporting documentation including invoice, packing slip, service ticket, etc.

CUNYfirst =

Sty g e s & Swice oot

[ |
Search: @

> My Favorites
> CUNY
> Employee Self-Senice
> Manager Self-Senice
1> Vendors
> Purchasing
[> Requisitions
[> Procurement Contracts
[> Purchase Orders
<2 Receipts
[ Review Receipt Information

[ Reports
— Inspect Receipts
— Maintain Delivery Information|
— Maintain Activity and
Comments
[> Analyze Procurement
1> eProcurement
(> Senices Procurement
> Accounts Payable
1> Commitment Control
1> Set Up Financials/Supply Chain
> Enterprise Components
1> Worklist
1> Tree Manager
1> Reporting Tools
I PeopleTools
— My Personalizations
— My System Profile
— My Dictionary
— firstSolutions Knowledge Base

Maintain Receipts

New Window | Help | Customize Page | ,ﬁ

Receiving

Business Unit:

Receipt ID:

Header Details

Select Purchase Order

HTRPR

0000000029

inks and Status

5.70000

6.80000

9.35000

Receipt Status: Received X

Add Comments Activities

Customize | Find | view Al | & | 2
Information

[ TRk

[ TRk
[ 1Bk Q

First Kl 1-30f 3 o Last

X

Track

Device p%e

7% Refresh

=5 Add Update/Display
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