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Managing Desktop Receiving

Desktop Receiving functionality is a formal method for documenting acceptance of goods/services from
Suppliers directly at the user’s desktop through Managed Requisitions.

Desktop Receiving functionality replaces the necessity to email the Department for invoice payment
approval and allows Accounts Payables to efficiently process payment to the supplier through PeopleSoft’s
three-way matching processes.

Before acknowledging receipt of goods/services, the user should complete a review of the services
provided, items in shipment, contents of Packing Slip accompanying the shipment or contents of the
Shopping Cart and orders that originated the Purchase.

When Desktop Receiving should NOT be used:
e Goods have NOT been received in the Department
e Goods classified as Capital or Controlled Assets. Such items include but are not limited to:
desktops, laptops, vehicles or televisions. Controlled and capital assets are flagged for inspection
to ensure they are tagged and tracked by Asset Management.

NOTE: A user can only receive items they created. If the user who created the Requisition is not available
to create a receiver, contact campus Property/Asset Management.

Please submit receiving requests (i.e. Capital or Controlled Items received in the Department) to campus
Asset Management mailbox along with the shipment’s packing list and PO number.

e UNT- Asset.management@unt.edu
e HSC - Property@unthsc.edu
e UNTD - UNTDreceiving@untdallas.edu

Helpful links:
e Asset Classifications - Controlled vs. Capitalized
o https://assetmanagement.unt.edu/asset-classification

e Procurement item types and corresponding D-Level Accounts and 5-digit accounts
o https://assetmanagement.unt.edu/category-codes
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Desktop Receiving Procedure:

1. Enter EUID and Password
2. Select: SignIn

3.

UNIVERSITY OF NORTH TEXAS SYSTEN

-EIS Enterprise Information System

System Login
EUID (reguirad)

Password (reauirad)

Trouble logging in?
Activate my sccount
What's my EUID?

Reset my password
Scheduled Maintenance
Service may be interrupted

during these reqular
maintenance times:

The Enterprise Information System is the primary administrative
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
monitoring. Users have no expectation of privacy except as otherwise provided by
applicable privacy laws

Web Browsers & Settings

Enterprise Information System (EIS) currently supports the following Web browsers and
versions

- Google Chrome 24

. Firefox 1

« Internet Explorer 11, 10, 9, and 8

- Tuesday 7:00 - 9:30 pm o Safari 6

e Thursday 7:00 - 9:30 prn
- 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.
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Select: Main Menu

Favorites ~ | Main Menu ~

EnTeREmSE
.E“ NrORMATION  test_POeProEntry on FSTSTU (easapp12) - 12/03/2015 09:27:18 AN~ | Search
Top Mcnu Features Description = e

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 navigaton
path and give you access to the contents of
subfolders.

Monu Search, located under the Main Menu, now
supports type ahaad which makas finding pages
much faster.

>

Navigate to Manage Requisitions by selecting Employee Self-Service>Procurement> Manage

Requisitions

Favortes ~ | [ Main Menu |

‘EI H# Search Menu:
- INFORMAT

Search

] 01/20/2016 08:39:20 Al -

E  Requisition

pamh and give Change My Password
subfolders.

My Personalizations

My System Profile
My Dictionary

(=] mployee Self-Servicep 1< _Procurement
Top Menu Feat| 1 Manager SelfService | L] Employee Project Cent D
3 Purchasing [El  Travel ana expense ce| 5] Receiving
3 eProcurement >
Themenuisnol oy ganices Procurement , lin Menu to get started
Highlights C3  Commitment Control >
Recently Used [ Real Time Bottom Line 3
Favorites meny (3 set Up Financials/Supply Chain >
3 Enterprise Components >
£33 worklist 3
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much faster.
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Advanced Search
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5. Select PO(s) Dispatched from the Request State dropdown menu
NOTE: Leave the Date From fields blank to expand your search.

_
Favorites ~ Main Menu ~ > eProcurement~ > Manage Requisitions

test_fss1 on FSQA (ps-fsqa-app04.its.unt.edu) - Quality Assurance
. INFORMATION  00/17/2020 14:11:04 (d/b refreshed as of 04/27/2020 02:23pm) All -~ | Search

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search bution.

Business Unit NT752 a, Requisition Name a,
Requisition 1D a, Request State |Aﬂ but Complete hd Budget Status v|
Date From [#] Date To |09/17/2020 El
Requester . § Entered By Q POID Q
Search Clear Show Advanced Search

Requisitions |7

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

0000243117 trophies testing NT752  09/17/2020 PO(s) Dispatched Valid 40.00 USD Go
0000243116  services blanket NT752 09/16/2020 PO(s) Dispatched Valid 1,000.00 USD [[Select Action] V| G
0000243115  goods blanket NT752 09/16/2020 PO(s) Dispatched Valid 500.00 USD [[Select Action] v]| Go

You should only be able to receive via Desktop Receiving, if the
status of the purchase order is PO Dispatch, PO Partially Received or
PO Partially Completed.

6. Select: Search

Favorites ~ Main Menu » eProc it > M R isiti
evrererise | (25t_fSs1 on FSQA (ps-fsqa-app04.its.unt.edu) - Quality Assurance
INCoRMATION  09/17/2020 14:11:04 (d/b refreshed as of 04/27/2020 02:23pm) All -~ | search »

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [NT752 Q Requisition Name Q
Requisition ID QY Request State|AII but Complete e Budget Status V|
Date From E] Date To [09/17/2020 [z
Requester L Entered By Q PO ID aQ
Search 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.

Req ID Requisition Name BU Date Request State Budget Total

0000243117  ftrophies testing NT752  09/17/2020 PO(s) Dispatched valid 40.00 USD [[Select Action] v e
0000243116  services blanket NT752 09/M6/2020 PO(s) Dispatched Valid 1,000.00 UsD [[Select Action] v| o
0000243115 goods blanket NT752  09/16/2020 PO(s) Dispalched Valid 500.00 USD [[Select Action] v] eo

7. Review the list of requisitions to locate the appropriate record
Select: Receive from the requisitions associated dropdown menu
9. Select: Go

0o
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10. 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 v Main Menu » » eProcurement» »  Manage Requisitions
oeenee (2L {381 on FSQA (ps-fsga-app04.its.unt.edu) - Quality Assurance
IR 09/17/2020 14:11:04 (d/b refreshed as of 04/27/2020 02:23pm) All -~ | Search % | Advanced Search

eceive ltems

You have 1 line open for receiving for requisition trophies testing

Receive Selected  and go to the Receive Form.

Requisition Lines to Receive Personalize | Find | View All | @ | L:i’ First ‘4 1of1 * Last
Requisition Lines to Receive || Purchase Order Details
ReqBU  Requisition ltem Description ltem 1D -l;?;’":m 'S:f:med 19 UOM  ShipTo ShipToGLN  Attention To Supplier Supplier ID Number
! ; ; UsSB Office of the
NT752  trophies testing frophies 4 0 EA 135 Prasident DENTONTROP-001
Check All Clear Al

11. Select: Receive Selected and go to the Receive From
12. Enter the Received Date by clicking the calendar icon and selecting the items received date
13. Determine if you need to receive by Quantity (13a) or Amount(13b)

REMINDER: Do NOT complete a desktop receiver for Asset, Controlled or Capitalized items,
Contact the campus Asset Manager

13a. If receiving by quantity, enter the quantity of items received in Received Quantity field

Favorites + ManMenus > eProcursment~ > Manage Requisiions

test_fss1 on FSQA (ps-fsqa-app0d.its.unt.edu) - Quality Assurance
. 'NFNM*“W 09/17/2020 14:11:04 (d/b refreshed as of 04/27/2020 02:23pm) Al Search % Advanced Search

Receive ltems
New Receipt
Business Unit 1752

Receipt Status Open
*Received Date J9/172020 x [

Header Comments/Attachments Header Custom Fields Reject Shipment
Receipt Lines (2 Personaize | Find | View All | 22 | B oFst @ 1001 O Last
Line Itemid ltem Description Received Quantity *UOM Accept Quantity Details  Receipt g:zzuprﬁ;" e E;‘H‘W g;nﬁimllonation g?;(mlccalion PO  Custom Fields Cancel Line
1 trophies 40000 B Ea Ja 40000 B Q N B O coomres X

Save Recaipt




13b. If receiving by amount, enter the approved amount the vendor is to be paid in Received Amount field

mgce\ve Items

New Receipt
Business Unit yT752
Receipt Status Open
*Received Date 09/22/2020 El

Header Comments/Attachments Header Custom Fields

Receipt Lines (7 Personalize | Find | View All | G2 | @ First ‘4" 10f1 * Last

Line ltem Id ltem Description Currency Received Amount  Received Quantity Accept Quantity Details Receipt gﬁi‘;’f;em EﬂTﬂw HINE AT an O ek uton PO Custom Fields Cancel Line
1 blanket services UsD 100.00%| 1.0000 B 1.0000 B @ N B O cwtomFieds X
Save Receipt

14.
15.

16.

Select the Comment icon located under the Receipt header
Select: Good, Fair, or Damaged next to Condition based on the condition of the item received

NOTE: Contact the vendor if there are issues with the condition of the item(s)
Enter comments in the Use Standard Comments field, as needed

Favorites ~

Receipt Line Comments

Business Unit SY788
Receipt Line 1

Receipt Status C_>I:e"

Main Menu - >

Employee Self-Service = > Procurement -

F*'mom“"’?%u mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53

~ | Search

User/Date Time

OK Cancel

Condition ® Good O Fair O Damaged
Comments Find First ‘&' 10f1 & Last
[#] (=]

Use Standard Comments Entered On: 01/20/2016 8:49:19AM

i (B
[ show at Voucher
Associated Document

Attachment Attach

Advanced Search

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

Comments

Use Standard Comments

Find First (4 10f1 & Last

Entered On: 01/20/2016 8:49:19AM

[ show at Voucher
Associated Document
Attachment

User/Date Time

0K Cancel

Aftach

File Attachment

L pad _

Browse... |

Help

Cancel




19. Select file to upload from browser window
20. Select: Open

Narne Date moedified Type
B Desktop 2 Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
|l Downloads Desktop Receiving 1 1/19/2016 222 PM  Windows Media P.. 42,555 KB
ﬁ Recent Places Desktop Receiving Final - Copy 1/20/2016 9:10 AM  Windows Media P... 34,348 KB
Desktop Receiving Final 1/20/2016 910 AM  Windows Media P... 34,348 KB
Libraries Packing Slip 11572016 240 M Microsoft Word D... 12KB
Documents
o Music |
[ Pictures
B videos
Ll Computer
&, Default (C:)
S8 mmt0110 (\\cas-
59 BSC_Shared_Resc
58 OPS (\ilestore.r
File name: |

21. Select: Upload in File Attachment box

File Attachment
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22. Confirm file was uploaded by verifying file is showing in the Associated Document section
23. Select: OK

Favorites + Main Menu ~ > Employee Self-Service~ > Procurement

PH[g SRS mmt0110 on FSTSTU (easapp12) - 01/20/2016 08:43:53 Al ~ Search » | Agvanced Search
Receipt Line Comments

Business Unit SY769

Receipt Line 1
Receipt Status Open
Condition '® Good U Fair ) Damaged
Comments Find First (4 10f1 ‘&) Last
==l
Use Standard Comments Entered On: 01/2002016 8:49:19AM

[ show at Voucher

Associated Document
Attachment 1_Packing_Slip.docx View Delete
User/Date Time mmt01102016-01-20-08.53.00.447

oK Cancel

NOTE: Marks will appear on the Comment icon indicating either a note or file attachment has been added

24. Repeat steps 14-24 for each line item per Packing List
25. Select: Save Receipt

NOTE: The Receipt Saved Successfully screen will open once receipt has been completed successfully

Favorites - Main Menu - »  eProcurement » > Manage Requisitions

emeremse | 1€5t_fss1 on FSQA (ps-fsqa-app04.its.unt.edu) - Quality Assurance
INFORMATION  09/17/2020 14:11:04 (d/b refreshed as of 04/27/2020 02:23pm)

Receipt Saved Successfully

You have saved receipt # 0000083431 containing the following items:

Receipt Lines ‘Bersonaiizel] Find | 21| E¥  First (0 10f1 ) Last
- e Received s : =

Line Item Description Quantity Reject Quantity Accept Quantity

1 trophies 4 0000 40000

Receipt Saved Successfully

You have saved receipt # 0000083432 containing the following items:

Receipt Lines Personalize | Find | &2 | E First ‘4 10f1 ‘&' Last
Line ltem Description Received Received Reject Quantity Accept Quantity
Amount Quantity

1 blanket services 100.00000 1.0000 1.0000
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Managed Requisitions can also be used to view the workflow statuses of the Requisition/Purchase Order through to
Supplier Payment

Once a workflow icon changes from black/white to colored (like the invoice icon in the example below) a hyperlink is
active and the information can be viewed by selecting the icon.

In this example, the Supplier payment has been issued to the Supplier and the payment information can be viewed by
selecting the Payment icon. Payment icon is colored indicating that the hyperlink is active and will take the user directly
to the invoice payment information.

Manage Requisitions

% Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit HS763 Q Requisition Name Q
Requisition ID Q Request State |AII but Complete V| Budget Status V|
Date From [ Date To [10/23/2019 [
Requester Q Entered By Q PO ID 0000152590 Q
Search Clear Show Advanced Search

Requisitions (?

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total
0000140021  FY20 FTWRN SAULSBURY HS763  07/31/2019 PO(s)Dispatched  Valid 50,000.00 USD | [Select Actgr] vl Go
Requester Correctional Medicine Entered By Gomez,Monica Priority Medium
Pre-Encumbrance Balance Not Available
s / 4 =
Requisit Approval Invent Purchase Change Receivi Reti Invoi Payment
quisiion pprovais nventory Orders Request ECENVING ums nvoice dymem:
Request Lifespan:
Line Information Personalize | Find | 2] B mst @ 101 0 Last
Line Description Status Price Currency Guantity UOM  Supplier
1 %‘3‘ FY 20 Blanket PO for FMC For... PO Dispatched 50000.0000 USD 1.0000 EA Saulsbury Karisma Cinthya X
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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