SHOPPERS
REQUESTERS

SI/\OP M+ APPROVERS

Roles: Shoppers & Requesters

Scenario: Receipt for Services per
requisition requirements

Navigation: Accounts Payable, Receipts, or
from email

Notifications: Requester if no receipt
entered within 3 days of invoice entry

Key Tips: Receipt should be entered
immediately by the individual accepting the
goods or services.

Receiving Goods & Services

1. The requester will receive an email
for all purchases requiring a receipt if
a receipt has not been entered within
three (3) days of the invoice being
entered. Even though the requester
receives the email, the receipt should
be completed immediately by the
individual accepting the goods or
services.

2. Once signed in, choose Create
Quantity Receipt form the Purchase
Order drop-down menu. (Cont'd)
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A RECEIPT IS REQUIRED FOR Invoice#: V0002435
Dear Rolando Requester,

A receipt is required for this invoice for matching and payment purposes. All Invoice's
exceeding the threshold limits (both line and total) require receipts.

https://usertest sciquest. com/apps/Router/ViewBuyerinvoice?
Buyerlnvoiceld=18740098AuthUser=6862987 &tmstmp=1616700600147

Once the item/service has been delivered, you can create a receipt by searching for the
Invoice's PO(s) (or select the link below) and selecting "Create Qty receipt" or "Create Cost
Receipt" action.

[PO#: TRNO0O00O08] https:// stsciquestcomfapps/Roxﬂ«PO’?
pold=3292255&AuthUser=6862987 &tmstmp=16167006001

If you have any questions with regard to the Invoice receiving process, please contact your
SelectSite Support Team.

Support Team Contact Information:
+1 608-497-4401 p2pautomation@bussvc.wisc.edu

Thank you,

University of Wisconsin_System
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Purchase Order ¥ : TRNOO00O0O8 Revision 1
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Print Fax Version 1

Shipments
Create Change Request
Add Notes to History

MySearches

Create Quantity Receipt TRN0O000008

Supplier Name JIM'S SIGN & ART SHOP
Purchase Order Date 3/17/2021
Total 65.00
Owner Name Rolando Requester
Owner Phone
Owner Email dmckee@hcg.com
Requisition Number

3200874 view | print

Document Status

A/P status Open
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Search (Alt+Q)

Comments @
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Attachments History
7 Completed
Total (65.00 USD) v
Subtotal 65.00
65.00
Related Documents v
Requisitions: 3200874 g
Invoices: V0002435 =
What's next? v
Workflow ﬁ

0 Submitted
3/17/2021 1:14 PM
Rolando Requester

Create Supplier Documents
Completed
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Dashboards » Shopping Home

SHOPPERS
SI’\OPM+ REQUESTERS
APPROVERS
Quick Reference Guide

Roles: Shoppers & Requesters

Shopping Home view another bashboard w

Organization Message .uided Buying

Scenario: Receipt for Services per
requisition requirements ‘
Navigation: Accounts Payable, Receipts, or Accounts Payable Qutck search 2 Lab @ IT
from email Invoices Vi %% Supplies e  Supplies
Notifications: Requester if no receipt Receipts y :wRRp; i of Wsconsin
entered within 3 days of invoice ent T ;
. . . y ry You can search for items by keyword or item number. When you find the item you need, just put it \ FaCIIIty - OFfI ce
Key T’ps. Recelpt Should be entered |(r:1 ¥o|ur snopp;ngl;(car!, aTdtafslgP or subrdnlt. If you can‘;ﬁntd what you need, click on the Non- ’\ SuPPIiES Supp|ies
atalog Item link, complete the form, and assign or submit.
immediately by the individual accepting the
goods or services.
w || B8
View
Receiving Goods & Services (Con’t)
3. As an option, you can navigate

using the software without the link from [ e ———
. pvascript:showPhoenixModalPopupWithDirtyDataCheckifAvailable( CreatelnvoiceReceiptOverlay?paramMode~RECEIPT&tmstmp~=1617761502303";navMenu AnimateHide(PhoenixMenu.getCurrentGroup(),PhoenixMenu.getCurrentGrouplFrame()); Powered by JAGGAER | Privacy Policy
the email. From the Accounts Payable . . . | jusishopupiisuisceds s s o

menu, Receipts menu, choose Create
New Receipt.

4. Choose between a quantity or cost
receipt.

5. Enter the PO number Create Receipt

Type: Quantity Receipt ’ ¥

6. Choose Create.

From: PO : e
PO numbers: MsNOOOOESBI
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' 6 Summary - Receipt 437996 X
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RECEIVING GOODS
& SERVICES

ShopUW+

[=] Header Information

Receipt Name

Location

Receipt Lines

Line Details

Show Receipt Details

Accounts Payable » Receipts » Search For Receipts » Summary - Receipt 437996

2021-04-06 Receipt of Ninjas for He

&

Receipt No Receipt Date
To Be Assigned 4/6/2021 3
i mm/dd/yyyy

RECEIPT ADDRESS

| cal

Attn: Rolando Requester
Bldg/Rm: 11

1000 HIGHLAND AVE
NIELSEN TENNIS STADIUM
MADISON, WI 53705-2272
United States

Product !ame Catalog No.

PO No. PO Line No. Qty/UOM ordered
MSN0000658 @ 1 Service 3178549 2 EA
SHOPPERS Receiving Goods & Services
SI/\OP UW EISEY  (contd)
APPROVERS

Quick Reference Guide

Scenario: Receipt for Services
Navigation: AP, Receipts, or from email
Notifications: Requester if no receipt
entered within 3 days of invoice entry
Key Tips: Receipt should be entered
immediately.

A Publication of the Administrative Transformation Program-University of Wisconsin

7. Enter a unique Receipt Name
(optional).

8. Enter the Packing Slip No.
(optional).

For Help: www.wisconsin.edu/sfs or email uwsaproblemsolvers@uwsa.edu
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All » Search (Alt+Q) Q 0.00USD W v |Lc @1
2
Supplier Name Received by
NINJAS FOR HEALTH Rolando Requester  (UW - Training)

DELIVERY
Carrier ‘ Other v ‘
Tracking No.
Attachments
Notes

(1,000 Chars. Max)

?

For Selected L4 es:‘ Remove Selected Items v |m
Line Stat Actions OJ

2 ‘ Received v ‘

Previous Receipts QQW Add to

Inventory

‘ Remove Line ‘ UJ

12
[ J
Add PO [ Save Updates
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‘ Recei Return ‘

Complete

9 Verify the goods or services are
accurately described.

12. If items arrived from multiple POs
but in one package, select Add PO.

10. Verify the Cost (service receipt) or
Quantity (goods receipt) of each line
and update as needed.

13. Select Complete.

11. Verify the Status of each line as
needed.
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