Please direct any questions on this process to Shipping & Receiving or Purchasing
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S&R: Shipping and Receiving

End user. employee who placed the item order
and/or received the package

Inventory: accurate count of the items in the received
package

Packing slip: paper included in box that details what
items should be included in package

Bill of lading: document that acknowledges delivery
PO: Purchase order
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An employee of S&R will deliver the package to the end user. It will not be opened.
Proceed to carefully open the package and locate the packing slip inside.
Take inventory of the items in the package and match with the packing slip.

If all items on the packing slip are included in the package, proceed to step two.*

*note that one order may be delivered in multiple shipments.
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Step two. Entering the items into
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Receiving

Add a New Value

O This will default to the Add a New Value
Tab

O Click add

Find an Existing Value | Add a New Value




Select Purchase Order

Search Criteria

O Enter the PO number into ID. PO number

Start Date

will be included on packing slip.

Supplier Name

O Click search.

Ship To VAIN Manufacturer ID

Ship Via Manufacturer's Item ID
Retrieve Open PO Schedules UPNID

<: Receipt Qty Options
No Order Qty ® Ordered Qty

O Once you click search, then the itemized
lines of the PO will appear. Verity the
items are correct and that you have
selected the correct PO.




PM 200 0 EG EXTRA B20W12651-5-

The top picture is what you see in PeopleSoft.
The bottom is the packing slip. Verify the
packing slip with the PO in PeopleSoft.

PM 200 0 EG DEEP B20W02653-5 G

9" HEAVY DUTY 5-WIRE 09907689

Confirm that the PO matches the packing slip.

Select the corresponding line item in PeopleSoft
of the item that has been received with the

highlighted box to the top left. (Arrows are color
coordinated to show how to match up the

packing slip to the PO)
Click OK.




Step six.

Maintain Receip

Receiving

s If the total quantity shipped
does not equal the total
number ordered, enter the
L e T e P T e amount that was received.

Receipt Lines

escription Receipt Qty U("’\V;‘v r::;;( Status ‘\ ‘T Seria “";‘a ‘\‘d‘ V‘."( ‘Hﬂ’ LS .
AL 10.0000] [ GA 7.15000 0.0000 Open GA Jevice Track DO no-l- ClICk Sove ye-l-!

PM 200 0 EC
B20W12651-5-

?‘220: CEC DE’E%.E”““DZESG 50000 BB [GAL |Q 6.86000]  5.0000 Open GA evice Track 3 C“C k on heO d er d e-I-O”S -I-O

2] B o L_anom] asomoe e i take you to the next step.

Run Close Short




Step seven.

Business Unit LEETX
Receipt ID NEXT User ID ALLGARCIA
Receive Source On-line Receipt Status Ope
S er 0000001136
Supplier Supplier Name Sherwin Willian or
Location 1411 ALEXA Ship To MAIN
Supplier ID Number Ship To GLN
Last Change Date Last User to Modify
Shipping Information
Ship Date ul Container ID
Carrier ID A ] Number of Cartons |4

Vehicle ID Pallets In

Driver ID Pallets Out
2 Bill of Lading | 06072023-1669 Port Of Unloading
Pack Slip |© 07702 Ship From Country [USA |Q
4 Shipment Number | 06072023 Ship From Location
Pro Number

Match Options

Invoice Allow ERS

Invoice Dt Option Match Status Ty Match
Freight Terms Match Rule | THREE_WAY
Receipt Hold Options Receipt Processing Options

Hold Receipt Process Manufacturing

Hold Inventory Process Inventory

Hold Assets
OK @ Refresh

Process Assets

*Receipt Date |06/07/2023 5 Receipt Time |9:45A

M

Gonzalez, Reynaldo

MB

06072023-1

6/7/2023 [10:22:42 AM

|
|

DT ANRAE

SCLLFLI2LP5J

1. # of packages delivered for single order
2. MMDDYYYY-last 4 of bill of lading, if applicable
3. Pack slip is the full invoice number on packing slip

4. Shipment number is the date marked on the label (pictured
above) that will be on the package delivered by S&R in
MMDDYYYY format

O Click OK



Step eight.

Receiving
Business Unit L X Receipt Status O

Receipt ID NEXT Header Comments/Attachments Activ

Header

hort All Lines
Select Purchase Order Cisys AN
Receipt Lines

Receipt Lines

R

Status
uom SH

Description eceipt Qty

GAL

Run Close Short t . nformation

O You will be directed to the
previous page.

O Click Save




Step nine.

O A prompt box will appear once you save from the previous screen.
Take the receipt number (highlighted above) and write this on the

packing slip (pictured to the left)

O Scan the completed packing slip and send to Icpayables@lee.edu



mailto:lcpayables@lee.edu



