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Title: Managing Desktop Receiving

The Desktop Receiving feature allows you to input receipt of items directly at your desktop.
Note: Desktop Receiving should be used for receiving such things as services, while goods should be
delivered directly to the University’s Central Receiving office.

Please take note of Step 14 to correctly receive by QTY or AMOUNT.

1. Enter EUID and Password.
2. Click Sign In.

UNIVERSITY ©OF NORTH TEXAS SYSTEM™

Enterprise Information System

System Login
EUID (required)

The Enterprise Information System is the primary administrative
Password (requirad) information resource for the University of North Texas System.

This system is the property of the University of North Texas System and your use of this

resource constitutes an agreement to abide by relevant federal and state laws and
institutional policies. Unauthorized use of this system is prohibited. Violations can result
. in penalties and criminal prosecution. Usage may be subject to security testing and
Trouble logging in? monitoring. Users have no expectation of privacy except as otherwise provided by
Activate my account applicable privacy laws

What's my EUID?

Reset my password Web Browsers & Settings

Scheduled Maintenance Enterprise Information System (EIS) currently supports the following Web browsers and
5 A versions
Service may be interrupted
% - Google Chrome 24
during these regular

it s " - Firefox 17
B S L « Internet Explorer 11, 10, 9, and 8
+ Tuesday 7:00 - 9:30 pm

- safari &
+ Thursday 7:00 - 9:30 pm
« Saturday 7:00 pm to noon Note: Internet Explorer’'s Compatibility Mode is unsupported in EIS. Turn off this feature in
Sunday Internet Explorer under Tools > Compatibility Mode Settings.
To use the Enterprise Information System, set your Web browser to allow JavaScript, accept
cookies, and turn off popup blocking

Some documents inside EIS are in PDF format and require the free Adobe Reader software to
open.

State of Texas = Statewide Search * Texas Homeland Security = Fraud Reporting = Public Information Act = Online Institutional Resumes

University of North Texas = UNT Health Science Center = University of North Texas Dallas = UNT Dallas College of Law

©2014 University of North Texas System = Site changes to System Portal Administration  Last modified August 12, 2014

3. Click Main Menu.

Favorites - Main Menu -~
.E“ ronmanion  test_POeProEntry on FSTSTU (easapp12) - 12/03/2015 09:27:18 AN~ | Search »
Top Menu Features Description = o

Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to get started
Highlights

Recently Used pages now appear under the
Favorites menu, located at the top left

Breadcrumbs visually display your navigation
path and give you access to the contents of
subfolders.

Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster.
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Navigate to Manage Requisitions by clicking on Employee Self-Service>Procurement> Manage

Requisitions.
Favorites ~ | Main Menu vI
Search Menu:
) 01/20/2016 08:39:20 Al ~ | Search » | Advanced Search
3 CEmployee Self-Service B Procurement El Requisition
Top Menu Feat| (3 Manager Self Service E| Employee Project Cent D
3 Ppurchasing [E Travel and Expense Ce El Receiving
8 eProcurement %
The menu is no B Se P , |in Menu to get started.
Highlights 3 commitment Control 3
Recently Use 3 Real Time Bottom Line »
Favorites ment 03 get Up Financials/Supply Cnain 4 PP et e
O3 Enterprise Components 4
0O workiist »
B Re porting Tools ¥
Breadcrumbs| & PeopleTools »
ssg;o?g;g_ive D Change My Password
D My Personalizations
E  my system Profile
[E my Dictionary
Menu Search, E  myresss
supports type SEEr WM ERES IOy Pages
much faster.

5. Select PO(s) Dispatched from the Request State dropdown menu.

6. Enter the appropriate search date range into the Date From and Date To fields.
Note: Leave the Date From and/or Date To fields blank to expand your search.

7. Click Search.

Favorites ~ | Main Menu - > Employee Self-Service~ > Procurement ~
S nFormATion  mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53 All  ~ | Search | Advanced Search
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit|3Y769 Q Requisition Name Q
Requisition ID Q Request State )PO(s) Dispatched A Budget Status v\
Date From [5 Date To [01/20/2016 [5]
Requester a Entered By Q POID Q
Clear Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
RegID Requisition Name BU Date Request State Budget Total
0000000131 Computer for Professar SY769 01/1W2016 PO(s) Dispatched valid 1,150.00 USD [[Select Action] b Go
0000000121 test WF names SY769  01/06/2016 PO(s) Dispatched  Valid 10.00 UsD |[Select Action] vl Go
0000000120 computer for professor . SY769  01/06/2016 PO(s) Dispatched  Valid 8,500.00 USD |[Select Action] vl Go
0000000119 Computer for Professor ... SY769  01/06/2016 PO(s)Dispatched  Valid 950.00 USD |[Select Action] vl Go
0000000093 Test Comments Y769 11/16/2015 PO(s) Dispatched  Valid 515.00 USD |[Select Action] vl Go
0000000056  DODOOOOOSE SY769  10M5/2015 PO(s) Dispatched Valid 5,000.00 USD |[Select Action] e Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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8. Review the list of requisitions to locate the appropriate record.
9. Select Receive from the requisitions associated dropdown menu.
10. Click Go.

Requisitions (2
To view the lifespan and line items for a reguisition, click the Expand triangle icon.
To edit or perform another action on a reguisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budaget Total
0000000131  Computer for Professor ... SYT69  01/19/2016 PO(s) Dispatched Valid 1,150.00 USD ‘ Receive V|' Go
0000000121 test WF names SY760  01/06/2016 PO(s) Dispatched Valid 10.00 USD [[Select Action] v][ o
0000000120  computer for professor ... SY769  01/06/2016 PO(s) Dispatched Valid 550000 USD [[Select Action] v]| o
0000000118 Computer for Professor .. SY760  01/06/2016 PO(s) Dispatched Valid 950.00 USD [[Select Action] v][ o
0000000093  Test Comments SY760  11/16/2015 PO(s) Dispatched Valid 515.00 USD [[Select Action] V]l Go
0000000056  DODDO000S6 SY760  10/15/2015 PO(s) Dispatched Valid 500000 USD [[Select Action] v @o

Create New Requisition Review Change Reguest Reaview Change Tracking Manage Receipts Requisition Report

11. Check the appropriate boxes for the items you have received.
NOTE: To select the boxes of all of the listed items, click Check All.

Favorites « | Main Menu - > Employee Self-Service~ > Procurement =
m‘“"’?‘"m mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53 Al ~ | Search » [ laneodoaeH

Receive ltems

You have 2 lines open for receiving for requisition Computer for Professor Roberts
Receive Selected  4nd go to the Receive Form

Requisition Lines to Receive Personalize | Find | View Al | ] B First &' 120f2 @ Last
Requisition Lines to Receive Purchase Order Details
TotReq  Accepted to

ReqBU  Requisition Item Description temimy [TRST (Ao UOM  ShipTo ShipToGLN  Attention To Supplier Supplier ID Number
[1sy7ee  Computerfor Professor hoy peciop Computer 1 0 En  [BSCA Business Services-Gen SUMMUSINDU-001
Roberts 400
[ sv7eg  Compulerfor Professor hey o noarg 1 0 ga  BSCA Business Services-Gen SUMMUSINDU-001
Roberts 400
Check All Clear All

12. Click Receive Selected.

Favorites v ‘ MainMenu ~ > Employee Sel-Service~ > Procurement v

m""’ MSx  mmt0110 on FSTSTU (easappi2) - 01/20/2016 08:43:53 A <o > PR

Receive ltems

You have 2 lines open for receiving for requisition Computer for Professor Roberts
Receive Selected  3nd go to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | @I E First &' 1-20f2 & Last
Requisition Lines to Receive Purchase Order Details

Tot Req Accepted to

ReqBU  Requisition item Description temiD [0 UOM  ShipTo ShipToGLN  Attention To Supplier Supplier ID Number
svY760 gg;“epn“se”‘” Frofessor nay pesktop Computer 1 0 EA EOSDCA Business Services-Gen SUMMUSINDU-001
SY769 gg;‘:_'“;e’ for PIofessor g eyboara 1 D EA E'OSS:A Business Services-Gen SUMMUSINDU-001
Check All Clear All
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13. Enter the Received Date by clicking the calendar icon and selecting the items received date.

14. IF receiving by QUANTITY, enter the quantity of

Main Menu

items received in Received Quantity.

Favorites « | > Employee Self-Service~ > Procurement

Rioamaion  mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53

Receive ltems
New Receipt
Business Unit 5y7g0
Receipt Status Open
*Received Date [11/20/2016 )@

Add Header Comments
Receipt Lines (2

All  ~ | Search

# | Advanced Search

Header Custom Fields Reject Shipment

Personalize | Find | View All | E‘\ E First ‘&’ 1-20f2 &' Last

= Unit Unit
Line item id Item Description *Uom g:‘;?:::tty Details Receipt gl?;hejls zr:ﬂ:)r;e[r)nenf Eﬂ:’?ﬂw Allocation Allocation PO Cusiom Fields Cancel Line
~ Amt
1 Dell Desktop Computer 1.0000 2 EA | 1.0000 B @ Pending N B ¢ customFields
2 Dell Keyboard 1.0000 2 EA |q 1.0000 B | 0D N B ¢ customFieds 2
Save Recsipt

IF receiving by AMOUNT, enter the approved amount you wish to pay the vendor in Received Amount

Receive Items
New Receipt
Business Unit yT752

Receipt Status Open

*Received Date |03/21/2019 [
Header Comments/Attachments Header Custom Fields

Receipt Lines (7 Personalize | Find | View A | &7 H First ‘4’ 10of1 ‘» Last
Received Accept Procurement Primary ©7t ang

Line Item Id ltem Description Currency Received Amount : = Details Receipt + ™ Allocation  Allocation PO Custom Fields  Cancel Line
Quantity Quantity Group ID unit Al

1 Internship and Adverlis usD 27625.00000/ 1.0000 & 1.0000 m @ N B customFies X

p = 4
Save Receipt

Add New Receipt Inquire Receipts

15. Click the Comment icon located under Receipt
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16. Select Good, Fair, or Damaged next to Condition based on the condition of the item received.

Note: Contact the vendor if you have issues with the condition of the item.
17. Enter comments in the Use Standard Comments field, as needed.

Favorites = | Main Menu - > Employee Self-Service » > Procurement «

.E|S INFomMATIoN  mM0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53 Al ~ | Search » | Advanced Search
Receipt Line Comments

Business Unit SY769
Receipt Line 1
Receipt Status Open
Condition ® Good (O Fair O Damaged

Comments Find First ‘&' 1of1 ‘&' Last

Use Standard Comments Entered On: 01/20/2016 8:49:18AM
1

[ show at Voucher

Associated Document

Attachment Aftach View Delete
User/Date Time

OK Cancel

18. Click Attach to attach associated documentation, such as a copy of the packingslip.
19. Click Browse in the File Attachment box.

Comments Find First 4/ 10of1 ‘&) Last

=l
Use C Entered On: D1/20/2016_8:49:19AM

1

[ show at Voucher

Associated Document

File Attachment x
Attachment Aftach View Delete
Help
User/Date Time
| Browse.
Upload | | Gancel

20. Select file to upload from browser window.
21. Click Open.

{2 Choose File to Upload

| | » Desktop Receiving B |

Search Desktop Receiving Pl

Organize » Mew folder i=~ @ @
o Favorites * Mame : Date modified Type Size
Bl Desktop @Z 2 Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
& Downloads B Desktop Receiving 1 1/19/2016 222 PM  Windows Media P... 42 555 KB
=] Recent Places & Desktop Receiving Final - Copy 1/20/2016 9:10 AM  Windows Media P... 34348 KB
E)| Desktop Receiving Final 1/20/2016 910 AM  Windows Media P... 34,348 KB
w0 Libraries ﬂé‘[ Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12 KB
@ Documents
J\ Music E
[&] Pictures
B videos
18 Computer
&, Default (C)
5 mmt0110 (Vcas-

58 BSC_Shared Resc

3 OPS (\\filestore.r

File name: ~ [AllFiles () -

Help

| Browse.

[ open || Cancel |

I m




22. Click Upload in File Attachment box.

File Attachment

- C\Usersimmt01 101D \Desktop Receiving\Packing Browse |

Upload Cancel

23. Confirm file was uploaded by verifying file is showing in the Associated Document section.
24. Click OK.

Receipt Line Comments

Business Unit SY769
Receipt Line 1
Receipt Status Open
Condition ® Good O Fair O Damaged

Comments Find  First 4 10f1 @ Last

=
Use Standard Comments Entered On: 01/20/2016 2:49:19AM

[ show at Voucher

Associated Document |

Attachment 1_Packing_Slip.docx Aftach | View Delete |
User/Date Time mmto1102016-01-20-08.53.00.447 ‘

ok [ came

Note: Marks will appear on the Comment icon indicating either a note or file attachment has been added.
25. Repeat steps 14-24 for each line item.
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26. Click Save Receipt.

Favorites » Main Menu - » Employee Self-Senvice » > Procurement

mmi mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53 Al = | Seareh Advanced Search

Receive ltems
New Receipt
Business Unit gy7eg

Receipt Status Open

“Received Date 01202016 [

Add Header Comments Header Custom Fieids Reject Shipment
Receipt Lines (7 Personalize | Find | View ai | 7| B First & 1-2012 &/ Last
Received Accept Asset Primary o Lt
Line ltem id Itemn Descripbon iz e oM cu"%ty Details Receipt guifl o otoriy U“:l ¥ PO Custom Fields  Cancel Line
Amt Qty
1 Dell Deskiop Computer 1.0000 & Ea | t.0000 B &  Pending N = q Custom Fields X
2 Dell Keyboard 1.0000 & EA | 1.0000 . O N & ¢ customFieiss ¥
Save Receipt

Note: The Receipt Saved Successfully screen will open.

Favorites = | Main Menu ~ > Employee Self-Service » > Procurement »

INForMaTION  mmt0110 on FSTSTU (easapp12) - 01/20/2016 09:07:44 Al ~ | Search » | Advanced Search

Receipt Saved Successfully

You have saved receipt # 0000000025 containing the following items:

Receipt Lines Personalize | Find | @l [ First ‘4’ 1-20f2 ‘&' Last
Line Item Description gf‘fr::;d Reject Quantity  Accept Quantity
1 Dell Deskiop Computer 1.0000 1.0000
2 Dell Keyboard 1.0000 1.0000
Refurn to Manage Requisitions Return fo Receiving

. ________________________________________________________________________________________________________________________________________________|
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