Receiving an Order: Goods Receipt

Creating a Goods Receipt

After you physically receive your order, you need to create a Goods Receipt in
uSOURCE. Without the Goods Receipt, the Supplier will not be paid. To create a

Goods Receipt you will need the Purchase Order number provided on the
Watch a video tutorial

Supplier’s Packing Slip. If the Packing Slip is missing, ask the Supplier to send

you a PDF copy.

To create a Goods Receipt:

1. Scan the Packing Slip and save it to your computer (you’ll need to attach it in Step 5).
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2. Open the Purchase Order: in the Quick
Search field, enter the PO number found on
the Packing Slip, and press Enter on your

Document

keyboard.
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3. From the Available Actions drop-down (top right, under the Quick Search field), select Create

Quantity Receipt and press Go.
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4. Enter the Packing Slip number. Sometimes this is referred to as the ‘Order’ or ‘Reference’

number.
'~/ Header Information ?
Receipt Name 2015-11-18 shopperll 01 Posting 18/11/2015 9:57:20 AM Source: Manual
Date
Receipt No Document Date Packing Slip No. / RMA (Required)  Supplier Name Received by
To Be Assigned  18/11/2015 g UofT Press Sammy Shopper
dd/mm/yyyy
RECEIPT ADDRESS DELIVERY
_Location Cartier Other
5. Attach a scan of the Packing Slip and any DELIVERY
other documentation by using the Carrier Other v
Attach/Link button.
Tracking No.
Attachments Attach/Link
Notes

(1,000 Chars. Max)

6. Inthe Receipt Lines — Line Details section, review the line item details and quantities. Check this

information against the Packing Slip and confirm the values are correct.

If any items were not included in the delivery (i.e. a partial delivery), remove the line item(s) by
clicking the Remove Line button, or remove several line items at once by selecting the items and

then choosing Remove Selected Items from the top menu and pressing Go.
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PO No. l:;:e Product Name Catalog No. ordered  Receipts Quantity Inventory Line Status Actions
3710000417 1 FULLY UPHOLSTERED 79054- 10 EACH 10 Received - = Remove Line
= SIDE CHAIR NO ARMS MNA-SIL-F2 -
STACKABLE GRADE 2 Receive & Returs
FABRIC 4
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7. When you have finished entering all the necessary information, click the Complete button.
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8. Write the Goods Receipt number = ivensiry of
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on the packing slip and retain for

) Documents ~ Document Search ~ Search Documents ¥ Receipt No.ROD0072:

Create Qty Receipt

| Receipt No . R0000?22|L.-‘:3 has been created for the following PO No(s):

your records.
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