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Goods Receipting
Overview

Subject to permissions, goods that you have placed an order for, can be receipted from the home page.
Alternatively, goods can be receipted on behalf of other individuals who have placed an order from the
purchase request enquiry.

Should goods not be acceptable, for example broken or not the right item, they can be disputed.
Disputing goods puts the invoice and subsequent payment on hold.

Goods receipting must not take place in advance of goods being receipted. If goods are
receipted on the system in advance of them arriving and being checked for their state of use, then there
is a danger of items being paid for when goods have not been received or of the right quality.

Goods Receipting via Home Page

I.1. Menu

Home Page — My Orders Invoiced but not Received

El Cl

Step ‘ Description

| Click on [View] to see the order details.

£ My Orders Invoiced but not Received ?ox

Purchase Ref.  Order Mo.  Supplier

PROODOEYES 8153 Bookpaint
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1.2. Purchase Request Details

The [View] option displays the purchase request details. Only receipt items if you know they have
arrived and are in good working order.

If receipting occurs ahead of when goods arrive, there is a danger of items being paid for when goods
have not been received or are of the right quality.

Purchase Request PRO0008783

View Request Details

supplier BC0003 Organisation Coaley COfE TEST-COA
Supplier Name Backpoint A view Crganisation Contact* Fred
Bo r=quest new supplier Internal Notes
supplier Telephone 01235 400400
Supglier Email Address thass@cendestorguk
B request supplier Alteration
Prigrity srandard
Required Date 08/12/2023

Document Sending Option
Purchase Order Number | 153

web order Number

i Supporting Documents b Order Documents

Invoice Documents b

Dispizy [ERd Records | E:pnrt:@

. Purchase . . . OtyPrev. _
Lrhd Analysis PR L RIRRE Delivered " Received 2
Curr Gen- =
15440 Educ Books Books for class 5.00 000 1250 & Approvers

12.50

Total Records: 1

(v | eyl | (s ] emrem s ]

ORCIR°

Step ‘ Description

| [Receive all] receipts everything on the order. | I

If this option is selected a message will be displayed.

0 Thiz will receive the remaining goods for the below 1 purchase detail lines.

Confirm this is required with [Yes] or cancel with [No]. B you wish to eonmnue?
Receive 1D Purchase Analysis Description ay ~
15440 Curr Gen-Educ Bocks Books for clzss 5.00 | »

_ On confirmation that all goods have been

receipted a message with the results is

1] Success Message
tine 1 displayed.
Click [OK].
2 For partial receipts, check the receive box, which then makes available the quantity received field.
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Step ‘ Description
3 For partal receipts, enter the quantity received.

The ‘4’ and *-* either side of the quanity can also be
used to change the quantity of goods delivered.

Please do not over receipt goods. If goods have been
over receipted please contact the central finance team.

The option to change delivered quantities is available
after the receive box (point 2) is checked.

r
+ Daronon ¢ cuanny s ST o wne W oy moe © M .

mosorcws 5@ 0012508 @ «0 - e s

1250

Lo Lm0 (oo B [t (= 0 ]
4 [Save changes] saves the receipt details that have been entered.
5 A copy of the goods receipt note can be added to the
i,
system.
Use the [Upload document] button to open the LF Morimum document scefor uplosd 2 10848
screen to add the documents. S -~
Select the ‘Delivery Note’ as the category (document
type), then [Choose file] to browse and select the
copy of the delivery note.
When scanning in copies of delivery notes, please
create a single pdf file for each delivery note.
(o< Lo~ ]
6 Click [Dispute] in order to do dispute the order, for example if the goods delivered were of poor quality.

7 [Back to widgets] will return you to the home page.
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2. Goods Receipting via Menu
2.1. Menu

Search — Purchase Requests/Orders — Purchase Requests

Goods receipting is also available from the menu option.

System message:

Hovember Month End

The deadline for submitting Navem!

payments and local bank reconciliat

E:?_kwrr.hau Requests

Finance system Queries

2.2. Finding the Purchase Order
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The quickest way to retrieve the order to be receipted is by entering the ‘Order No’ followed by

[Search].

Q search [% Reports

New Search

Awaiting Authariser
Previous Authariser

Q, Hominal Account

Cost centre
Analysis
Funding Strezm

Entry User

Purchase Request ID 0

order No.
Project
Project Name

Line Description

Document Sending Option -

search (O Reset ) clesr

Nominal Account

Description

Organisation Contact

Status v
Q, supplier

supglier Name

win Entry Date
Max Entry Date
Min Modified Date

Max Modified Date

Win Requirsd Date
Max Required Datz

Includs Export Snly
columns

Exclude Unsubmitted
Reguests

unsubmitted REquests
only

Exclude Completed
completed only

Fully Delivered only
Exclude Fully Delivered
Exclude Invoiced
Exclude Non Invoiced
Exclude Faid

Exclude Non Faid
Exclude Sent Documents
Excdude Unsent
Decuments

Excdude Call off orders

Exclude Non Call OF
orders

05/10/2023 @

6
The table below list other Uon selection options to help finding the purchase order for which the

goods or services are to be receipted.

Step ‘ Description
| Enter the purchase order number if known then [Search].
2 Enter the supplier name. Start typing the supplier name in the field, then the system will display the list of
available supplier. Make sure the supplier name is displayed then [Search].
3 Enter the school that the purchase order relates to, before selecting [Search].
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Step ‘ Description
4 Enter the cost centre that the purchase relates to, then [Search].
5 If it is an old order, change the date to an earlier date, before selecting [Search]
6 [Search] field to extract the data. Please make sure you have at least one item in the selection criteria.

2.3. Search Results

The option below illustrates the search results for a single supplier.

| m!
@ MYy Account = Operations Q Search B Reports @ Help

Search Purchase Requests

Request List

ﬁ Double click 3 row to view the record...

m;mavr‘em’“" 1 E”'F’D":E

ID % Requester$ Entry Date ¢ Status % Supplier ¢ Required Date ¢ Jrder No ¢ Gross ¢ 1]
8785 DemcUser 07/12/2023 Transferred Bookpeint 08/12/2023 8154 45.00 E
8784 DemcUser 07/12/2023 Transferred Bookpoint 08/12/2023 8155 30.00 E

Description

| [View] to see the details of the order and be able to receipt goods against that order.
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3. Partial Receipting of Goods

Goods can be partially receipts from the screen as located in section 2.
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To partially receipt goods, the action to ‘receive goods’ will need to be ‘checked’ before the quantity of
goods that have been received are added.

Updates that are entered on the system will need to be saved.

Bl e

View Request Details

Supplier sco0m orgenisation Cosley CofE TEST-COA
Supplier Name Bockpoin: iz Grganisation Contact* Fred
[ Reguest Hew supplier Internal Notes
Supplier Telzphone 01255 200400
Supolier Email Address  kbassgcendgmorguk
B request supplier Alteration
Prioity sntsrd
Reguired Date 08/12/2023
Document sending Optin
Purchase Order Number B155
wieb Order Number
et Supporting Documents b Order Documents b Inwoice Documents b
2D
save changes [
Display [ER] Record port: |14 [::] 8
. Purchase . . GtyPrev. _ . Fuly
D ¢ [ Description ¢ Quantity # Delivered © Nett = Received Qty Delivere| Receive @ (i} F3
Curr Gen- [ . J [ ] [ J
300 [ 4 ] Dis Wi A
15881 [0 SO | Books 1000 000 3000 & =l ] puts ™ porovers
30.00
———————
Tots! Records: 1 1
2
[ Done H cnpy ][ Uplozd Decument ][ neceweal\@ ] ack 7o)

Following the update, the system will show how many goods have previously been receipted.

Step ‘

Description

For partial receipts, check the receive box, which then makes available the quantity received field.

2

For partal receipts, enter the quantity received.

The ‘4’ and *-* either side of the quanity can also be
used to change the quantity of goods delivered.

Please do not over receipt goods. If goods have been

over receipted please contact the central finance team.

The option to change delivered quantities is available
after the receive box (point 2) is checked.

Purchase Request PRO0008783

o
(BT s B el [T e
DGAT_FinHBk_7.28_Goods Receipting Page 6 of 10




Finance Handbook
Last Reviewed: 7 December 2023

@.l—ll

THE DIOCESE“
OF GLOUCESTER
ACADEMIES TRUST

unlocking potential

Step ‘ Description ‘

3 [Save changes] saves the receipt details that have been
entered.

A message will be displayed to confirm this. Clinck on
the [OK].

fRews

1} Success Message

Line 1

4. Disputing the Order/Goods Receipt

Goods can be annotated with dispute information from the screen as located in section 2.

If there is something wrong with the goods delivered, then do not receipt them. A query can be added

to show that the goods are in dispute.

Purchase Request PRO0O008784

View Request Details

Supplier scooc

Supplier Name Bookpoint H view
Ba request Hew supplier

Supplier Telephone. 01235 400400

Supplier Email Address kbass@cen dgat orguk

fn Request supplier Alteration

Grganisation coaley cofe TEST-cOA
Crganisation Contact* Fred

Internal Notes

Friority stancard

Required Date ©08/12/2023

Document Sending Cption

Purchase Order Number | B1S5

‘Web Order Number

Display [ Records | E-pm-@

Purchase QtyPrev. Fully

Total Records: 1

D% nalysis O DeserERon ¢ Quantity S gl e Nett S o . OtyDelversd  Recele @ i .
Curr Gen- ~
15681 O Books 1000 0.00 30.00 & Bl e Disgu: view approvers
30,00

Lo D) (mmmnn Bl | et s |

Description

| Select [Dispute] to raise a query on the order.
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Step ‘ Description

2 Either confirm that a query/dispute needs to be

raised, [Yes] or cancel the request by selecting [No] [mosemspwee

e Raise 3 dispute concerning the goods being recsived?

Yes :Send an email after the next form is completed
No : Mo action will be taken

3 Add comments to explain the query. The
comments will be included in the email that | ssecemmens

is sent tO the SChOO|S administrator to SOI‘t. These goods do not work 50 we are sending back and waiting for 2
replacement
Click [Send] when complete.

4 A confirmation that an email is sent to the
schools administrator is displayed. —
Click on [Close] to clear. @ nrosmsmon

Goods dispute email has been sent

5. Receiving Goods on Behalf of Others
Search — Purchase Requests/Orders — Purchase Requests

Provided the user has permissions, goods can be receipted on behalf of another, for example absence
due to ill health.

D
-
@ My Account = Operations Q search B Reports
& Accounts

Messages 3 customers / suppliers Dashboard settings

@a Stock tems

Movember Month End Budget

@a Price ltems
The deadline for submitting Movember transg
{including invoices, credit card payments and| XL Projects

reconciliations} is Thursday 7th December.

System Message: Coaley C of ETEST

v

E:El Purchase Requests / Orders E_—a. Purchase Requests
E:El Purchase Invoices E_—,a Purchase Orders
% Sale Orders / Invoices

finance@ dgat.org.uk, with the phase "Hoge g i_.‘au.mumal Entries

Finance System Queries

If you have any questions, please email

the start of the email subiect lin

The steps needed are identical to 2- Goods Receipting via Menu.
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6. Goods Receipting via My Purchase Request
6.1. Menu

Search — Purchase Requests/Orders — Purchase Requests

Goods receipting is also available from the My Purchase Requests. This only relates to the requests that
you have entered on the system.

6.2. Approved and Transferred

On accessing the ‘My Purchase Requests’, you will need to move to the ‘Approved and Transferred’

tab.
Q search [% FReports @ Help
& » Rejecizt b Showing the last days, Click here to show all
obm no created purchase requests outstanding, dated within the last 30 days
[ Show All Pending Requests D ]
‘Version 0.4.5.5 © 2023 Hoge 100 Business Systems Ltd
Step ‘ Description
| Select the ‘Approved and Transferred’ tab.
2 The tab will be displayed with

multiple selection criteria. ® P ——

My Purchase Requests

pending submineg p | Ssprovea T O | g

+= PRID ¢ EntryDate < Status < supplier < Required Date  Order No. S Nett ®

@ 8785 0771242023 Transferred Bookpoint 08/12/2023 8154 45.00

@ 8783 07/12/2023 Transferred Bookpoint 08/12/2023 8153 12.50

L]
Do oy Tenheed  sesent ootz a1 B )
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3 Selet ‘Not received’ on the Delivery
Status box
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Description ‘

® = Q B ®
My Purchase Requests

Fending » Submied p i e sejecied

+- PRID

© Entry Date ° Status © Supplier 2 Required Date B B n
@ s78s 071272023 Trnsferred  Bookpoint 08/12/2023 s154 aso0 (Taem )
o s7Ee 07/12/2023 Tnsferred  Bookpoint 08/12/2003 8155 3000

Version 0.4.55 ©2023 Hoze 100 Business Systems Lt

4 Click on [View] to see the order
line details.

Purchase Request PR0O0008784

View Request Details

supslier a0
supsierame e Ao

Bo requsst e sugpiier

Supslier Telephans. 01235 s00400
Supglier Emall Adcress | kbmsseeeng

[

X

I e

Purchase Request Details: Line List

T
o [ T ]
.. Purchase . . QtyPrev. . Fully "

D ¢ hnalys © Description o Quantty & i Tl Nett S oo QtyDelversd  Receive @ n X

oo so0 o (Compae ] (Coew ] (Comoms )
1503 QTS g 0o 0w;oe @ =@ o —

s

e

(o (=0 e )]

Receiving the goods, adding the delivery note and disputing the items is as previous sections.
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