Receive Receipt

Click on the page icon on the left.
Click, “Search Documents” located under Document Search.
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5. Click down arrow, select “Create Quantity Receipt” to receipt based upon items or “Create Cost
Receipt” to receipt based upon cost.

\

Pur¢hase Order ~ : P0006586
Alld Comment

Add Notes to History

Cafcel PO

e Revision

Create Quantity Receipt

Create Cost Receipt

Print Fax Version

Close PO

+1 630-965-8892

+1615-230-3522

8/26/2020
Total 1,712.20
133625032

P statu Open

Internal Information

Shipping Information

Ship To

See configuration for this purchase order

RANISEY, NJ U7 440-290 7 U

Delivery Options

ew | print

End User Information

Attn: Vickie Clark
Building

Room:

Dept: Business Office
1480 Nashville Pike
Shipping and Receiving
Gallatin, TN 37066
United States

VOLST

No

Best Carrier-Best Way

Vickie Clark

Paatl Billing/Payment

Bill To

Billing Options

Al

Volunteer State Community
College

Accounts Payable

1480 Nashville Pike
Gallatin, TN 37066-3188
United States

Accounts Payable
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Completed
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Subtotal

Related Documents:

Requisitions: 133625032

What's next?
Submitted
V) ger2020 1200Pm
¢ Banner PO Post Successful

Create Banner PO

6. Scan or save (if email or emailed attachment) and attach the invoice and packing slip (if you have
them) by clicking Attach/Link. Notes can also be added if explanation is needed here.

7. Click into the Quantity field corresponding to material received and input quantity for Quantity or

cost field to receive by cost. For any items not received type “0”. Click “complete”.

Accounts Payable » Receipts »

9/24/2020 11:43:34 AM
Manual

Receipt Create Date
source

Summary | Comments (0) | Histery

Exact Match: PO No. PO006586

(=) Header Information
Receipt Name
Receipt No

To Be Assigned
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Receipt Lines

Line Details

PO Line No.

Search For Receipts » Summary - Receipt 26543984

2020-09-24 MROWDEN 01

Receipt Date
9/24/2020 =
mm/ddyyyy

RECEIPT ADDRESS

Aftn: Vickie Clark
Building:

Room:

Dept: Business Office
1480 Nashville Pike
shipping and Receiving
Gallztin, TN 37066
United States

Product Name

1 Middle College C360i

2 Middle College Maintenance/Copies/Supplies C360i

Catalog No.
C3601

€360

Packing Slip No.

carrier
Tracking No.
Flexible Text Field
xible Text Field 2
FleWe Drop Down

Attachmdqs

Qty/Cost Ordered
149520

214,00

8. When completed correctly a “Receipt No.” will be issued.
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