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Accessing the Goods Receipting Screen

From the Bottom Left of the Page Select Procurement and then P
receipt icon as below-:
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Double Click into Goods receipt to access the Goods receipt entry screen as below-:
Frocurement Tl receipt(u1)
Evmandal [ Colapse al |M : Hsave 0 Cear (= 0pen { | Douments | ,OWorkHow User og @Senalhlo Q‘Logbook |ﬁkddtoshortmts @Hap
) Requiitioning
& Aurchase ordrs Order information
&) Goodsreceipt o 1 ) Extenalref |
Delivery date | ‘H Supplier
Requested by Order status
Order details
[] Orerine Product = Descipton Orderqty | Previouslyreceived | Qy.received Ut | Restcanceled | Ressoncode | Warehowse | Location | Batch  Serigo
o
1 0.00 0.00 0.00
14 Goods received [ Rest cancelled
A Warkflow log (row ()
Pleass select a row n the corresponcing table to populate this section
Aaresso Business World TPOOOG SYSTEM 01
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Creating the GRN Receipt

*#* NEVER INPUT A GOODS RECEIPT FOR A CALL OFF ORDER***

All CALL OFF Receipting needs to be completed by the Trusts Creditor Payments Officers.

If you are in doubt whether or not the order is a CALL OFF, please query with our Creditor
Payments Department.

All CALL OFF Orders should easily be identifiable by either -:
a/ The Product Code is CALL

b/ The Order qty field will be a value rather than a quantity. You are likely to see very
high values in this field that should alert you.
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Order Information Section

Input the Purchase Order Number into the field OrderNo and TAB or click out of the field to show-:

Goods receipt (01)

ﬂ Save [ Clear 50mn ﬁ |y Documents | ,’ﬁ' Workflow user log Eﬁ SerialNo 'ﬁ\ Log book | 7 Add to shortcuts @ Help

An existing item has been loaded.

Order information

T 300048257 External ref |
Delivery date 22/09/2016 E Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered

Crder details

[]' Order line ' Product | Description | Order gty = Previously received = Qty. received | Unit | Restcancelled  Reason code | Warehouse Location Batch SerialNo

] 1 REQ Scotch 1.00 0.00 0.00| each M -
B 2 REQ G 1.00 0.00 0.00 each

=] 3 REQ  Beer 13.00 0.00 0.00 each

E 4 REQ Carriage 1.00 0.00 0.00 each

b3 16.00 0.00 0.00

Goods received | || Rest cancelled

The Order Number, Delivery Date, Supplier Name, Requisitioner and all the Purchase Order Lines will
be presented.

You should complete the following fields-:

External ref: You should input the Delivery Note Number from your Goods Received Note.

Delivery date: This should be the date on the Suppliers Delivery Note. The default date will
be today’s datethat should be overwritten.
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Order details Section

If all Lines on the Order require receipting select the Tick Box next to Order Line & all the PO Lines will

be selected.

Goods receipt (01)
Save [] Clear Open (|| Documents = Workflow user log SerialNo Log book Add to shortcuts Help
+ )

COrder information

OrderNo 300048257 External ref |
Delivery date [22/03/2018 (=] Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered

Order details

= Order line ' Product Description | Order gty | Previously received | Qty. received | Unit | Rest cancelled Reasoncode = Warehouse Location Batch SerialNo
1 REQ  Scotch 100 0.00 each = -
2 REQ Gin 1.00 0.00 0.00 each
3 REQ  Beer 13.00 0.00 0.00 each
4 REQ Carriage 1.00 0.00 0.00 each
z 16.00 0.00 0.00

E Goods received | E Rest cancelled |

If all lines are NOT to be receipted then you need to select the lines individually. In the Example below

we are only selecting line 1.

Once Line (s) are Selected you must then input the Quantity to be received by entering the value into
the Qty.received Box (not done in this example).

EOOAs recelpt (Ul)
[H save [ Clear (~=Open i lg Documents | ,ﬁ Workflow user log ESerialHo h\ Log book | .7 Add to shortcuts @Help

Order information

OrderlNo 300048257 External ref |
Delivery date [22/09/2016 (=] Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered

Order details

[]' Orderline | Product ' Description | Order gty | Previously received | Qty. received | Unit | Restcancelled Reason code | Warehouse Location Batch SerialMo
1 REQ  Scotch 100 0.00 each | -

& 2 REQ Gin 1,00 0.00 0.00 each

& 3 REQ Beer 13.00 0.00 0.00 each

[ 4 REQ Carriage 1.00 0.00 0.00 each

3 16.00 0.00 0.00

E Goods received | E Rest cancelled |
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Creating the GRN

Once happy with Line Selection you Select Save to finish and you will be presented with a Dispatch No.

This should be written onto your Supplier Delivery Note and filed securely for possible auditing at a later

date.

Goods receipt (01)
[Hlsave [ Clear (= 0Open fjj Documents | ,'ﬂ) Workflow user log @Seriall\lo ﬁ\ Log book | 7 Add to shortcuts @Help

Dispatch no: 200193183

Order information
|

OrderNo @ "EI External ref
Delivery date [ = Supplier
Regquested by Order status

Order details
[] Orderline | Product Description | Order gty Previously received Qty. received

o

b3 0.00 0.00 0.00
E Goods received | E Rest cancelled |

~) Waorkflow log (row 0}

Unit = Restcancelled = Reasoncode | Warehouse @ Location | Batch | SerialMo

Flease select a row in the corresponding table to populate this section

Agresso Business World TPO00& SYSTEM 01

Carriage (Postage)
If there is a Carriage Line in the Purchase Order you must receipt it.
It is unlikely that Carriage(Postage) will be detailed on a Suppliers Delivery Note.

Unless the Carriage(Postage) Line is receipted the related invoice cannot be paid
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Creating GRN for Other Po Lines Not previously receipted & Closing PO Lines

Re-entering the same PO number you will be presented with-:

Goods receipt (01)

[H save [ cClear 7= cpen |y Documents | ,ﬁ Waorkflow user log @ SerialNo '-ﬁ'\ Log book | .7 Add to shortouts @Help

An existing item has been loaded.

Order information

OrderMo 300048257 External ref ||
Delivery date [22/08/2015 [ Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered
Order details
[] Orderline  Product Description = Order gty | Previously received | Qty. received | Unit | Rest cancelled  Reason code © Warehouse Location Batch SerialMo
| 1 REQ  Scotch 1.00 1.00 each & - E
& 2 REQ Gin 1.00 0.00 0.00 each
m 3 REQ Beer 13.00 0.00 0.00 each
|| 4 REQ Carriage 1.00 0.00 0.00 each
z 16.00 1.00 0.00
|E Goods received ||E Rest cancelled |

You can see that Line 1 has been receipted, leaving Lines 2 to 4 to GRN.

In the Example below we are Receipting Line 2, Line 3 with 10 out of the 13 Qty Listed and we are saying

that Line 4 is never going to be delivered. Save to Create GRN.

The v~ in the Left Hand Side Boxes will Receipt Selected Lines.

The v~ in the Right Hand Side Boxes under the column Rest cancelled will close the order line.

Goods receipt (01)

H Save [ Clear @Dpen fflg Documents | ,'ﬂ? Waorkflow user log @Seriall\lo -ﬂ\ Log book | .7 Add to shortcuts E]Help

Order information

Orderilo 300048257 External ref
Delivery date |22/09/2016 & Supplier
Requested by Liz Griffiths Order status

Order details
[] orderline | Product | Description = Order gty | Previously received | Qty. received | Unit | Restcancelled  Reasoncode | Warehouse

AIRFLOW MEASUREMENTS LTD

Ordered

Location Batch SerialNo

B 1 REQ  Scotch 1.00 100 0.00 each

2 REQ  Gin 100 0.00 100 each

3 REQ  Beer 13.00 0.00 10,00 each

] 4 REQ  Camiage 1.00 0.00 each v V]

16.00 1.00 11.00

z
E Goods received | E Rest cancelled
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Going back into the Order again, we see the only Line available to Receipt is Line 3 for a Qty of 3 and

Line 4 has Order gty of 0.

Goods receipt (01)

[Hlsave M Clear (-= Open fjjjj Documents | ﬁWorkﬂow user log @Seriall\lo '-'\Log book | 7 Add to shortcuts @Help

Order information

OrderNo 300048257 External ref |
Delivery date [22/09/2016 = Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered
Order details
[] Orderline ' Product ' Description | Order gty | Previously received | Qty. received ' Unit | Restcancelled | Reason code | Warehouse Location Batch SerialMo
B 1 REQ Scotch 1.00 1.00 0.00 each
B 2 REQ Gin 1.00 1.00 0.00 each
| 3 REQ  Beer 13.00 10.00 each | v
=} 4 | REQ Carriage 0.00 0.00 0.00 each
z 15.00 12.00 0.00

Goods received | Rest cancelled

You are NOT permitted to over receipt and will be presented with an error message if you attempt to do

so. In our Example we are attempting to receipt Qty 45 in Line 3 -:

Goods receipt (01)

E Save [] Clear 6 Open ﬁ.li Documents | p Workflow user log @ SerialNo (\ Log book | {} Add to shortcuts @ Help

List of validation errors:

Tab Section Field Error
Order details Qty. received Delivered number line 3 exceeded by 55
Hide this list.
Order information
OrderNo 300048257 External ref |
Delivery date |22/03/2016 [ Supplier AIRFLOW MEASUREMENTS LTD
Requested by Liz Griffiths Order status Ordered
@ Red rows contain errors. Please edit and correct them.
Order details
[]' Orderline | Product | Description | Order qty | Previously received | Qty. received | Unit | Restcancelled | Reason code | Warehouse Location Batch Serialo
B 1 REQ Scotch 1.00 1.00 0.00 each
B 2 REQ Gin 1.00 1.00 0.00 each
[ 3 REQ  Beer 13.00 10.00 each Ol -
Deliversd
number line 3
exceeded by 55
= 4 REQ Carriage 0.00 0.00 0.00 each
z 15.00 12.00 45.00
Goods received | Rest cancelled
. nd
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Cancellation of a GRN Receipt

If for whatever reason you need to cancel a receipt. E.g. Error in processing or the goods have

ESSO

been
returned to the Supplier you do so by simply inputting a negative value.
Simply input the Qty to be reversed into the Qty.received field and Save.
E.g. Below we are returning the Qty.received of 1 that has been receipted.
Goods receipt (01)
HSave ] Clear EOpen ﬁ.li Documents | ,ﬁ Workflow user log @Seriall\lo '-q\ Log book | ‘7 Add to shortcuts @Help
Order information

OrderMNo 300048250 External ref |

Delivery date [23/03/2016 = Supplier AINTREE UNIVERSITY HOSPITALS NHS FOUNDATION TRUST

Requested by Liz Griffiths Order status Ordered

Order details

[/ order line | Product | Description | Order gty | Previously received | Qty. received | Unit | Restcancelled | Reason code

Warehouse Location Batch SerialMo
[ 1 REQ 676765766 1.00 1.00 each | - =]
z 1.00 1.00 -1.00

E Goods received | E Rest cancelled |

Saving this will issue a new GRN number and the Purchase Order will revert back to its original state,

with no qty receipted, as below.

Goods receipt (01)

FI Save [] Clear EOpen ﬁ.li Documents | ,'ﬂ) Workflow user log ESerialNo h\ Log book | 7 Add to shortcuts @ Help

An existing item has been loaded.

Order information

Order details

[] Order line ' Product ' Description ' Order gty | Previously received | Qty. received | Unit | Rest cancelled ' Reason code | Warehouse Location Batch SerialMo

OrderNo 300043260 External ref |
Delivery date [23/03/2015 = Supplier AINTREE UNIVERSITY HOSPITALS NHS FOUNDATION TRUST
Requested by Liz Griffiths Order status Ordered

[ 1 REQ 676766766 1.00 0.00 each m -

&

z 1.00 0.00 0.00

E Goods received | E Rest cancelled
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