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IRI
What is SAP Goods Receiving? % 2

SAP Goods Receiving is a confirmation showing physical receipt of goods
or services within a department or unit. The person conducting Goods
Receiving affirms that ordered items are correct, in good condition, and in
accordance with requirements of the purchase order.
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RIS

Who Should Receive SAP Goods Receiving Training? ===

areas:
*UK HealthCare
*College of Medicine

Il of implementation.

e Facilities areas using Plant Maintenance (PM)

Any persons authorized to receive goods and services on behalf of the following

Note: The academic campus sector has transitioned to Supplier Relationship
Management (SRM) as its formal procurement system. SRM is an SAP product
that facilitates e-procurement of goods and services via a web-based platform.
The above areas will transition to the SRM system during the forthcoming Phase
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SAP Roles

Level SAP Role

Department Requisitioner
Department /
College / Unit Approver
Purchasing Buyer
Department Goqu
Receiver

Accounts Payable
(or Hospital --
Accounting)

Role Description

Responsible for creating a
“Requisition” to purchase goods
and/or services from a particular

supplier

Approves Requisitions for their
department or area

Responsible for university-wide
contracting processes for various
commodities

Confirms physical receipt of
goods/services in satisfactory
condition

Posts invoices against purchase
orders

Corresponding
SAP document

type

Requisition

Purchase Order

Goods Receipt

Invoice Receipt
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Role Combinations :%lé

In order to maintain checks and balances there is a limit on the number and structure of

roles any one person may hold. The following matrix shows all permissible combinations
for various procurement roles within myUK.

SIMILAR ROLES

SAP tRS',l'MM] REQUISITIONER APPROVER RECEIVER
SRM SHOPPER APPROVER GOODS CONFIRMER
PRD CREATOR APPROVER
2 & Sl Q 2=
<O 0‘{9 & o & o &
IS § N ¥ & <& &L &
& & £ & S
) o oV & 2 )
& & & & F & o F ¢
OPTION 1 v v v x v v
OPTION 2 X x X v v v
OPTION 3 X v v v X X

The same person is not required to hold all roles within any one option. The

combinations reflect the maximum roles within each option any one person may hold.
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. . . RIS
Training Requirements for SAP Departmental Roles |»=+=

“ Training Requirements

Requisitioner Requisitioners are required to take and pass the
MM_REQ_300 SAP Requisitions course via the myUK
Training module.

Approver Approvers are required to take and pass the
MM_APP_300 Combined Approvers course via the myUK
Training module.

Goods Receiver  Goods Receivers are required to take and pass the
MM_REC_320 SAP Goods Receiving course via the myUK
Training module.
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SAP General Process Flow (5 Steps) %L =

5. Invoice Posting
/ Check Payment

1. Create 3. Purchase Order
Z1EDRioallibent (Accounts Payable
/ Hospital

Accounting)

Sent to Supplier
(Purchasing)

Requisition

(Dept) / Unit / College)

*The department creates requisitions for items/services, with approval(s) to follow.
* Purchasing processes and places the purchase order with the supplier.

* Along with the purchase order, goods receipts and invoice postings complete the 3-way
match and payment releases.

* Encumbrances occur along the way and are expensed at the creation of the goods
receipt.

UK UNiveRs vy OF KENTUCKY SAP Goods Receiving

Understanding Transaction Codes e

Tasks within the SAP environment are executed via “Transaction Codes” a.k.a.,
T-codes. Each T-code is alphanumeric and executes a unique task.

The following T-codes are used by those performing goods receiving:

*MIGO — Create Goods Receipt
*ME23N — Display Purchase Order
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Goods Receiving Overview %IRIS

Creation of the goods receipt:

 Confirms ownership of goods/services by the University
*Expenses purchase of the items against the appropriate cost object
*Releases check payment to the vendor

Failure to create a goods receipt after items are delivered by the vendor will
result in a payment block. The vendor cannot receive a check payment until the
goods receipt is completed.

Goods receiving should not be completed if items are damaged or incorrect in
any way.

If partial quantities of goods or services are received over time, partial goods
receipts can be completed to allow vendor payments.

Contact the Contracting Officer in Purchasing responsible for the purchase order
for questions or guidance.

UK UNIVERS T OF KENTUCKY SAP Goods Racaiving

IR
How to Identify PO Number ﬁés

The purchase order number must be known prior to creating the goods receipt.
It can be found from any of the sources below:

*Packing list accompanying the shipment

*Many goods receivers also hold the SAP requisition role and thereby can
identify the PO number from their requisition Status tab within the Line
Item Details section.

*Requisition approvers also have access to purchase order records from
within their approval inbox.
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Begin Goods Receiving
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SAP Goods Receiving

Login to myUK

HRIS

E bt f e Ukey.eduy I

B 1 x @comvert - Fhselect

{& University of Kentucky

UNIVERSI

TY OF

KENTUCKY

UNIVERSITY OF

KENTUCKY"

Activating Your
Account Servic|
Account Mana:
Exchange

Blackboard

Student Web Server

Student Email

2. Click myUK
from the Link

Blue site

Link Blue

The University ¢
created the terr
(user id and pa:
connecting to m
myUK, Blackboa

Your link blue ar
when, as a stud
you are entered
be activated to |
activating an ac
Activating Your

infarmatinn visi

1. Click Link Blue
from the UK
Home Page

OBS LIERARI LINK BLUE SITEIN

3. Login to myUK
using your AD and
password

Welcome to myUK

Use yonr ok b Sign O s s

Usar 1D Clocke

Password ssnsssass

Sig On

Makn Building
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Launch Pad

4. Click the

Launch Pad | (£ Self- | Student Services | Stude Launch Pad icon

| IRIS Systems
to enter SAP

IRIS Systems
[4]¥] |
Related Links [=] RIS Launch Pad
= Active Directory Accounts From here you caifselect a systel
= RIS Training
= myhelp

= Faculty Effort System
= Grants Management

= Human Resources/Payroll
= Materials Management
= Plant Maintenance

Training Sandbox

RIS Project & _
+ Business Warshouss
+ Campus Wanagement

UK universiry oF kenTucky]
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SAP Easy Access

5. The SAP Easy Access
menu will appear.
Enter T-code MIGO to
open the Goods

Receiving screen. \ TIP: You can also create

customized folders and list

T-code Favorites that you
may use repetitively

E Menu dit  Favorites  Extras  Syst)

481

SAP Easy Access
BE & HE L2 v -

~| = Favarites
- 3 Goods Receiving
- MIGO - Goods Movernent

(] Requisitions

SAP Goods Receiving
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Goods Receipt Major Sections

HRIS

] 4B e@@ CHK 2DOD DN OB
(% . Goods Receipt Purchase Order 4500053238 - Craig E Lacke

Mg overvew ) | mod owek Pont B

Header (Top)

= Al 0 D =

Gorwed | veede | %

e/

Document
Overview

& )

3 contonts

[~ aterid < Guantity. | whene | Purchise Order Data | Partner | Account Assgriment

Gty In Lt of Entry 50 (Y

—

Item Overview
| (Middle)

< .
Item Details
| (Bottom)

UK universiry oF kenTucky]

SAP Goods Receiving

Goods Receipt Layout — Header (Top)

HRIS

Contains header type
information including
document date, posting
date, PO vendor, etc.

N

N\
A01 Goods Receipt w| [RO1 Purchase Ord i

‘@| GR goods receipt

General I'-Vemdur )

Fisher Scientific Company

Docurnent Date 11/18/2012 Delivery Note [ endor
Posting Date 11/16/2012 Bil of Lading HeaderText
2 [ |3 colective slp -
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Goods Receipt Layout — Item Overview (Middle) 7=

RIS

Item Overview section shows
ordered items in line item format.
The line item data draws directly
from the purchase order record.

Data includes
description, quantity
remaining to receive,
unit of measure, cost

center, etc.

|

)

line  Mat. Short Text N
‘;lG\ass beaker, 250 ml
‘Zkentrlfuge tube
\Ih/acuum tubing, roll 250 ft

Ok Oty in UnE E.. oc Cost Center Bu... GJL Accour
] 50 EA 1012121290 0101 540300
1100 EA 10121212590 0101 540300
10 E& 1012121250 0101 540300

UK ovivessiny o KeNTUCKY]
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Goods Receipt Layout

)
IR
— Item Details (Bottom) 3;‘? )

Item Details (bottom)
section contains tabs
and information
relevant to each line
item

Information can include
quantity to receive,
unloading point, direct
link to purchase order,
etc.

-

Material < Quantity t Where  Purchase é Data -~ Partner - Account Assignment
Qty in LUnit of Entry 50 EL
Quantity Ordered 50 EL
I@"l _|Item O Line 1 |E‘
= - 5=

¥

Move between line
items using the < >
buttons
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Goods Receipt Layout — Document Overview

Document Overview is
on the left side of the
screen. It displays a
record of goods
receipts as you create
them.

My Documents

~ Purchase Orders
- 4500033238
= 4500048348
= 4500048125
= 4300049901
= 4500040757
= 4500044795
= 4500044777
- 4500038322
= 4500043017
= 4500041307

¥ Orders
- Blank

~ Reservations

™ Material Doc

= 5300509650
= 5300505976
= 5300508839
= 5300305151
= 5300488465
= 5300472962
= 5300508463
= 5300500918
= 5300495259
- SS00492448

urments

¥ Held Data
- Blank

Turning Document
Overview off will
collapse it for more
screen space
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Create Goods Receipt - Begin

MIRIS

1. Select Goods
Receipt from drop
down menu

purchase order

2. Enter

3. Click

number execute icon
— \ e —
Goods Re Purchase Order - Craig e

Hide Orverview O Hol Check  Post He\u

EEEcT

My Docurnents

~ Purchase Crders
4500053239
4500053238
4500048348
4500048125
4300049901
4500040757
4500044795

A01 Goods Receipt VI RO1 Purchase Order +

|E|_/ General | vendor

Document Date 1141372012
Posting Date 11/19/2012

8 [ 3 Collective Slip

Delivery Mote
Eill of Lading

Heacler Text|

SAP Goods Receiving

Create Goods Receipt

HIRIS

My Documents

4500053239
+ 4500053241
4300053238
4500048348
4300048125
* 4300049001
4500040757
4300044795
4300044777
* 4500038322
¥ Orders
* Blank
~ Reservations
* Blank
~ Material Documents
* 5500510535
+ S300510531
- 5500510534

Document and posting
dates populate
automatically

~ Purchase Orders |E|

Drder 4500

eint | |RO1 Purchdy

4. Optional: Receiver
may place header

Fi e delivery note and/or Bill

of Lading number

©n @

GR. goods receipt]

|\ vendor [77) N\ r
- N

Docurnent Date 11/13/2012
Posting Date 11/19/2012

| |3 Colective Slip -

Wendor
BOL-576495 HeadlerText

WWR International

Mat, Short Text

1 ‘Reﬁlgerated Microcentrifuge

0K Qty in UnE E... SLoc

1 EA

Cost Center Bu...
1012121290 0101

Line items flow in
from purchase order
with quantity and
unit of measure

SAP Goods Receiving
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Create Goods Receipt é}flRIS

5. Click on the Where tab within
the Item Details section. Enter
notes regarding unloading point
or other relevant text notes.

\ f
|El w\ \Quantlty I: Where }IPurchase Order Data  © Partner |+ Account Assignment
C—
Moverms

en 101 +| GR for acct assgrmnt Stock type Unrestricted use ~

Plant University of Kentucky TKOO @

Goods recipient

Unloading Point Outside Room B210
Text Lab personnel will move unit into assigned space
|@”@‘ [ Iitern OK Line 1|Eg|

UK UNIVERS T OF KENTUCKY SAP Goods Racaiving

Create Goods Receipt — Confirm Line Iltem %IRIS

6. Confirm quantity
being received is

correct
|E‘ Material ity } Where " Purchase Order Data | Partner Account Assignment
N
IQty in Unit of Entry 1 IEA
7. Check Item
oK ity Ordered 1 Ei
fE]

Remember: If you are receiving
an order with multiple lines, click
the < > buttons to move between

line items.

Bl | item ok Line 2|

l]KuNl\-'T.nsﬁ'\-' OF KENTUCKY] SAP Goods Receiving
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Create Goods Receipt - Finish

8. Click Check
for errors

Hide Crvervienw i}

Y]
Iy Docurments
¥ Purchase Orders
4500053239
4500053238
4500048248
4500048125
4300049901

4500040757

4500044795

4500044777

4500038222

4500043017

¥ Orders

* Blank

[A01 Goods Receipt +| [ROLP

Systern Help

@@ CHE LD BER @@

to finish

9. Click Save

r 4500053239 - Craig E Locke

General }'Vendnr @ﬂ

Docurnent Date 11/19/2012 Delivery MNote
Posting Date |11/13/z012 Bill of Lading E0L-G70438
B [ |3 collective Slip -
Line St... Mat. Short Text Ok Qty in UnE
Reﬁ\gerated Microcentrifuge [

Material document
number shows in
bottom left corner

I Material dorument 5500510531 posted l

SAP Goods Receiving

Display Goods Receipt

1. Select
Display from
dropdown

Hide Overview | [

Check

Past Help

Document 5500510531 - Craig E Locke

TIP: You can also enter
a Goods Receipt
number in this cell and
click execute

~ Reservations
= Material Documents

- 5500510531 1 4
5500509650
- 5500505976
+ 5500508839
+ 5500503151
- 5500488465

double-click the

ocate and

goods receipt
number

Cell]i[m] £04 Display | [R02 Material Docu.. ~ 2012 Fii]
My Docurnents
D&lraf;aﬂs;ﬂ(;ge; 'bj Gereral | verdor - @D - Doc.info
* 4500053235
* 4500048343 Docurment Data 11/19/2012 Delivery Nota Vendor WWR Inter
* 4500048125 Mioiaron ol
. 4300049001 Posting Date 11/19/2012 Bill of Lading BOL-876495 HeaderText
« 4500040757 O [ |3 colective Slp -
= 4500044795
= 4500044777
« 450003aT22 Line  Mat, Short Text Qty in UnE E... |Sloc Cost
* 4500043017 [ 1 |refrigerated Microcentrifuge EA 1012
~ Crders
= Blank

3. Goods Receipt
displays on
screen

SAP Goods Receiving
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Partial Goods Receipts — Begin

Goods receivers can create partial receipts. The user can receive on select lines or

partial quantities within a line.

Good{ 1-Begingoods o, 4500053242 - Craig E Locke

receipt as normal
Hide Owervisw l Help

E]l (01 Goods R [ROT Purchase rder | | o | ‘E| GR goods recein
My Dacuments
~ Purchase Orders o

- 4500053242 Genera | o |

- 4500053238

- 4500053229 Document Date | 11/20/2012) Delivery Note wendor Eisher Scientific Company

* 4500053241 > 20720151 1 " 1 |

. asO00MaHME Posting Dwy Bill of Lading HeaderText

- 4500048125 [ |3 Callective Slip -

* 4300049901

* 4500040757

- 4500044795 ine  Mat. Short Text OK | Qty in UnE E... SLoc Cost Center Bu..

* 4500044777 1 |Centrifuge Tube, 250 ml, bxf15 O jzo EA 1012121290 0101
T Orders

- Blank
~ Reservations

- Blank

K vniveRsITY OF KENTUCKY] SAP Goods Receiving

. . - . RIS
Receive Partial Quantities by Line Iltem E=es
Line__Mat, Shart Text OK_Qty in UnE E... Sloc
1 |centrifuge Tube, 250 ml, bx/15 O z0 EA |

2. A total of 20 each were
ordered. Goods receiver can
modify Qty in Unit of entry to
the actual number received (15).

(938 @ ook B corters |

Partner

Account Assignment

3. Click Item
OK
uantity Orcered 20 |Ex |
ST S tine 1
SAP Goods Receiving

MM_REC_320 - LSO V2
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Receive Partial Order — Finish

|’:‘7 Gnnods Receipt  Settings  System Help

Ce@ CRHE Dhog

| 4. Click Check for
errors and Save to

finish
=@

(201 Goods Receipt ~| [R01 Purchase Crder ] |

General l/\femdur |

]

* 430005323

* 4300048348
* 43000458125
* 4300049901

2 [ |3 collective Slip -

* 4500053239 Docurnent Date 11/20/2012 Delivery Note Vendor
* 4500053241 Posting Date [11/20/2012 Bil of Lading [ HeaderTest

* 4300040757
* 4300044795
* 4300044777

ine  St... Mat, Short Text

1 Centr\fuge Tube, 250 ml, b 15

OK | Qty in LinE E... s
oK | |
@ 15 o

= Orders
* Blark

Partial goods

receipt completed
successfully

I Material document 5500510537 posted I

SAP Goods Receiving

Receive Partial Order — PO Update

After a partial goods receipt is created, the purchase order updates quantities
received. When additional goods receipts are created, the new document(s) will

reflect only the remaining balance yet to receive.

[® .| Goods Receipt Purchase Order 4500053242 - Craig E Locke
Hide Overdew | O | Hod  check Pt Elien
%=l @)= T ook Facept] [FL Purchaes T = om =
My Documents
R S - AT )

* AR

o T RN [ verds pake)

- St Fusting Date 11/20/2012 B o Ly HeaderText

- ASOO0AELES =] 3Colactve Sl =

+ 300049801

. ::ﬂlmﬁ: Uno _ Mat. Short Taxt O Qv inurE £.. [Sloc

- 4500044777 1_feentituge Tuke, 250 i, bif15

ua:w;* (=] Materia\/Quant\ty l/Where Vpurchase Crder Data Vpartner
> Rgsgrvatiore

I Qty in Unit of Entry 5 E4 I
Subsequent goods 1/7
receipts against the
purchase order show only Quantity Ordered 20 L
remaining items and Quantity Received 13
quantities
[item 0K Line 1EE

SAP Goods Receiving
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)
Cancel Goods Receipt — Overview %‘Rls

Occasionally it may be necessary to cancel a goods receipt. Reasons for
cancellation could be:

*Damaged goods discovered after unpacking
*Incorrect quantity was entered
*Goods receipt created against incorrect PO number

Goods receivers may cancel:

¢ All items on a goods receipt
*Only specific lines on a goods receipt

The quantity received for a given line item cannot be canceled. If a specific line
item quantity is incorrect, the entire line must be canceled.

Canceled line items return to the purchase order record.

UK ovivessiny o KeNTUCKY]

SAP Goods Receiving
RIS
Cancel Goods Receipt ===
1. Select
Cancellation from
dropdown menu
(% [.] cancell. aterial Document - Craig E Locke

Hide Cverwiew O Hi Check  Post He\n

% Ié‘ I I A03 Cancelation = I ROZ Material Docu.. ~ | |

I UNIVERSITY OF KENTUCKY]

2012 ‘§||@| H
My Docurments
~ Purchase Crders |E| /ml @
+ 4500053242 ——
4053238
2. Double click on gg?iﬁ? Document Date Delivery Mt
. 11/20/2012
Goods Receipt hag348 Retialiete 20/ Eil of Lading
ber f ithin 1212
number from within |,--5;
i 040757
Document Overview Py =TT s s

4500044777
lers
Elank
hd rations
~ Material Documnerts
+ 5500510532
+ SaU0o10s

SAP Goods Receiving
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Cancel Goods Receipt

RIRIS

C llation Material Do nt 5500510533 - Craig £ Locke
Hicle Overview O Hold  check  Post | [EllHelp
‘@@Iml = 203 Cancellation  ~| |RO2 Material Docu.. | (5500510533 (2012 @@ E
Cancellat.|on initially B s
shows all items on the
original goods receipt Document Date | 11/19/2012 Delivery Nate Wendar Grainge
- Posting Date 1171872012 Bill of Lading HeaderText
. 4% 8 [ 3 callective Siip -
* 4300049901
* 4500040757 N
+ 4500044705 Line  Mat, Short Text 0K Oty in UnE E... Sloc
* 4500044777 1 |air comnpressor, 250 walt e E&
~ Orders N i 1
STEm 2 [relief valve for AC unit E4
~ Reservations
* Blank —
™ Material Documents u Material A Quantity | where | Purchase Order Data | Partrer | An
+ 5500510533
Gty i Unit of Entry 1 Th |
3. Within the Details
section, click Item OK for ——
lines to cancel. Click the <>
buttons if moving between Quantity Ordered 1 1
muItipIe Iines. Quantity Received 1
~ I@@ Line

SAP Goods Receiving

Cancel Goods Receipt — Finish

LIRIS

4. Cancellation shows line
item 2 only is canceled.
Click Check for errors.
Click Save to finish.
E——

Cancellation is assigned a
unique document number.
Document is accessible
within document overview
if needed.

=4 Soods Receipt

@

Hide Overview:

My Docurnents

~ Purchase Orders
- 4500053242
- 4500053238
- 4500053239
- 4500053241
- 4500049348
- 4500048125
- 4300049901
- 4500040757
- 4500044795
- 4500044777

~ Orders
* Blank

~ Reservations
- Blank

Setl Systern Help
-

@@ CHE vhLD BEE @

Cancelfation Material Document 5500510533 - Craig F Locke

0O

I' Material Documents

* 3500510538

Hald Post 15 [REE

A03 Cancellation | |RO2 Material Docu.. w| (5500510533

@]7/ General | Wendor G

201z

11/19/201¢]
Posting Date 1171972012
O [ [3Cdectvesip  ~

Document Date Delivery Mote

Eill of Lading

Line |St.. Mat. Short Text
1| |air compressor, 250 volt

oK |

mh

2 ﬂCC.IReIief walve for AC unit

&R |

I i
+ 55005105327
* 5900510536
+ 5900510532
+ 5500510534
+ 5500510521
+ 5500510535
* 5500509650
+ 5500505876

~ Held Data
* Blank

@] Matg

[0z
[all

B

Material document 5500510538 pﬂstedl

SAP Goods Receiving
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SAP Goods Receiving

If needed, goods receivers can access and display the purchase order from within the

Goods Receipt screen

e ——

4% | [15et whora -

Itoen Catagory Standied

Double-click the eerE Destra :
ER——— b £ oo, B el e Corresponding
urchase Oraer number
g —— purchase order
on Purchase Oraer Data . .
ase ) [SI8) Dresmox Lre ol will display
tab within Details
section (1% .| Standard PO 4500053238 Created by Craig E Locke
ooosment overew on [ 9P 6 | @t preaew Messages o Teting
@ tandd =1 2500053238] Verckr (119652 Fiher Scentifc Comparry | Doc. date  [1072672012]
Conditons: Angress | comemurication | Partrers | stiona Data Data
Hiader Tets ’ Contact 3. Boone For queations. Call 257-1000 prior to deliwery.
B pacacker temt i
B Header rote
) priorg types
B Ovacknes -
o | EEETEE -]
ELS. I A 1 Matrdd Short Test PO Quankey O, € Doy, Date Nt Price Cur,.. Py
1 13 Glass bk, 250 ml SOEA P l2A03/2012 S.000EE L
2 K Cantrituge tube 100FA D 12/03/2012 2.50050 1
3 K Vaouum tubing, roll 250 fr 10EA D 12/03/2012 45,0008 L

I UNIVERSITY OF KENTUCKY]
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RI
How to Determine Assigned PO Purchasing Buyer }%L §

If needed for assistance, the buyer responsible for the purchase order can be found at
the top of the screen.

The assigned buyer
can be found on the
purchase order in the
header section

Standard PO 4500053010'Created by Rebecca R Purcell I

Docurnent Owerview On D ﬁ? ‘7\‘} Prmt Previen Messages Dersnna\ Setting

~[aso0as3a10) vendar 118866 CWE Inc | Doc, date

1 Standard PO
i=] Delivery/Invaice

| Conditians /Texts ]' address | Commurication < Partriers < Additional T

Headler Texts

* Header text
- Headler note
- @ Pricing types
- [&1 Deadines

2 Quote #1296
o Date: 5710412

0K to pay freight

L 1 Continuous-t.. |

UK univesiry oF KexTucky]

SAP Goods Receiving

Numbering Conventions for Purchase Orders ==

Purchase orders follow

numbering conventions that correlate with the

campus sector in which the requisition originated.

PO Number Format

43XXXXXXXX

45XXXXXXXX

47XXXXXXXX

Area

Facilities using Plant Maintenance (PM) system
Campus and Hospital NB Requisitions

Hospital ZB Requisitions

I UNIVERSITY OF KENTUCKY]
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Setting Delivery Complete Indicator Rl>

If completing partial receiving and the remaining line item quantity is no longer

needed, you can set the Delivery Completed Indicator to release the remaining
encumbrance and close the line item.

From the Purchase Order Data
tab within Details section, select
“Set” from the Del. Completed

Ind. dropdown

. ) Partner

Account Assignment

4500053238 2

s —— M O0el. Compl. Ind. PO Item
1 Set automatically
P et

I3 Do not set

Itern Category Standard

Incoterms

FOB Destination PPY and Al

[ Item oK Line E‘

Note: If receiving on the full quantity of a line item, SAP automatically sets the

Delivery Completed Indicator. It is only set manually if you are receiving less than a
full quantity and do not plan to receive the remaining quantity.

TY OF KENTUCKY]
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. . RIS
Create Goods Receipt against “Reverse” PO’s ===

Some types of purchase orders are setup in “reverse” format. Reverse orders are setup
as one line item with a lump sum dollar amount for the entire order, regardless whether

the quote has multiple lines. Reverse format is usually used for complex orders such as
furniture or printing. When goods receipts are created against reverse purchase orders,
the received quantity must be on the dollar amount of the order.

Reverse PO is setup on fer | 46
dollar amount of the

N L1/z0/2012 Delivery Mot Wierch Cardinal O
order and using LOT as S .D S ‘7' (Eirielar [ iy
. 0lz Bil of Lading Header Text
the unit of measure o A

N
Lins Mat. Short Text oS o
Stee\case furniture, lobby seating

Oty in UnE E...[pLoc
f4, 250 LoT

Goods Receipt must be created I—
against the dollar amount of the
order rather than a physical
quantity. Both complete and
partial receipts are permissible
against reverse purchase orders.

C] N — T g
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Create Attachment ey
Documents can be attached to the Goods Receipt if desired (optional).
I 0 .|| Goods Receipt Purchase Order 4500053243 - Craig E|
Hid Create.., » Create Business Reference
Attachment list Create Document in SAP DB I
usiness References Create note
ivate note Create external document {URL)
d object with note Create Attachrent in CpenText 2. Locate and
Enter Bar Code

highlight file

ate ll/z20/2012 Delivery Note
—_—
11/20/2012 Eill of Lading

1. Click right side of Services
for Object icon in top left
corner of screen. Select
Create Document in SAP DB.

Lookipx | (3 New Folde - =@z,

N | | Name Sim | Type
11KB  Morceoft Office Wer.

A || Elcuote for contituge.docs
= 4 118 Moot Office Wer.

Dk .
T 3. Click Open

a7 to finish

My Documents

—

C It o

My Comguter | Fie pome: Packing st e fumine doce - | Open

L5 | Fiseoiee Al 7] - Concel

WK UnivERsITY OF KENTUCKY]
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Naming Convention for Attachments ==

When creating attachments, refrain from inserting special characters, such
as @, #, S, %\, +, etc. into the filename.

Filenames should also not include spaces between words nor underscores.
They should be named with a purely alphanumeric format.

Examples of suitable filenames:

*Medtechquote1001.pdf
e Furniturelayout.doc

Examples of unsuitable filenames:

* API Printing Quote.pdf (filename includes spaces)
*Fisher+incubator $1000.doc (filename includes special characters)

Only the following file formats are acceptable as attachments:

*PDF, XLS, XLSX, DOC, DOCX, TXT, TIF, BMP, GIF, HTML
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Helpful Icons within MIGO »les

Hold — Click to place
New — Click to begin new goods receipt on
goods receipt from hold and to finish at
within MIGO screen a later time
=g Goods Rec bettings Swystey

& -] 4 @@ CHE LD BR @®

Goods\Receiptffurchase Order 4500053243 - Craig E Locke

Hide Owerview ﬁj Hold I Check: 13 [REE

Post — Same as
clicking the Save
icon to finish
document

K Caiveisiry oF KenTucky SAP Goods Receiving

Obtaining Hard Copy of Goods Receipt ==

A hard copy of the Goods Receipt can be printed if desired

1. Click
Customize Local
Layout button

CE@ CHE DDOLHE BE G

Options...
urchase Order 4500053243 - Craig E Locke Cinboard . '
heck  Post | [ElHeln Generate Graphic

Create Shortcut...
Activate GUIXT

2. Select Hard
Copy from the

oods Receipt | |ROL Purchase Order !

Script Recarding and Playback., |

General Vendar } @ﬂ I Script Development Tools, .. menu
R — SAP GUI Scripting Help
ocumnent Date ll/z0/z0l12 Delivery Mote S
—_— — Default Sige
osting Date 1l/20/2012 Eill of Lading
— — I Hard Copy I
B [ 3 Callective Siip -
Character Set 3
- Quick Cut and Paste
e Mat, Short Text Ok Qty in | Check t
= Spell C
1 [Steelcase furniture, lobby seating ] 4,950 Rl Chacker 21
SAP GUL Help
About...
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Changes to PO Quantities S

Changes may occasionally need made to a purchase order quantity. For
instance, imprinted promotional goods frequently have over-runs due to
the imprinting process.

Example: A department orders 1000 imprinted ink pens; the vendor
ships and invoices 1025 pens as result of the manufacturing process.

To facilitate the over-run, the purchase order must be increased to the new
quantity before the goods receipt is completed. If the goods receipt is not
created for the correct amount, the 3-way match will not complete and
check payment will not process.

Contact the responsible Purchasing buyer for any orders which may include
over-runs or need the quantity adjusted for other reasons.

WK UnivERsITY OF KENTUCKY]
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Change Posting Date — Cancellations

If canceling a goods receipt from a previous accounting period, the posting date

must be overwritten to the current date.

Posting date on a

Cancellation Material Document 5500504 cancellation aUtomatlca”y ||
populates to date of the

original goods receipt

yo—

erview | [1 | Hold check Post | ElHelp

@] [205 Cancelation ] [R02 Matenial Docu

ments
lase Orders ) e
T Gereral | vendor 6B

00053018

—
00053238 Document Date |06/06/2012 Delivery Nots Vendor
00242 Posting Dats 06/06/2012 Bil of Lain [ HeaderTest
00053239 ® B

00053241 O [ |3 collective Sip -

00048348

Overwrite Postin
C llation Material D t 5500509650 - C) g
Date to the current

Eerview O | Hold check Post | EHep da te

@ [B0G Cancellstion_ +] [RO2 Materdl Docw., ¥ [5500

ents :

se Orders ) A
Bousseny Gereral | vendor | @3 |
poosz018

—

poos3238 Document Date 06,/06/2012 Delivery Note Wendar
pops3z42 Posting Date Eill of Ladin Header Text,
Poosazas s s
boosa41 0 [ = colective Sip -
bonagza
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Diagnosing Process Problems

5. Invoice Posting /

1. Create 2. Approval (Dept/ f| 3: Purchase Order 4. Goods Receipt Check Payment

Requisition (Dept) Unit / College)

Sent to Supplier ) (Accounts Payable
(Purchasing) / Hospital
Accounting)

As an order evolves through the process, the Status tab will reflect whether
subsequent documents have been created.

Problems can be frequently diagnosed based on the order status in the process.

Example: With the purchase order being in place, completion of the Goods
Receipt and the Invoice Posting complete a “3-way match” allowing the check
payment to release. Common problems relate to one or more of these tasks not
being completed.

SAP Goods Receiving

Diagnhosing Process Problems AN

(=] Material )f Quantity P where Purchase Order Data H Partner I‘ Account Assignment

Purchase Order 1 Item Categary Standard
|

[ Ind. 15et automa.. v [oel. Compl. Ind. PO Item
1. To check whether goods W ekrs |
receipts and invoices are
osted against the purchase
P g p ) The purchase
order, click the PO number FOE Destination PPY and Add i N
’ order will display
from the Purchase Order
Data tab. [ o /
)

Standard PO 4500053018 Created by Craig E Locke V
Docurnent Overview On D ﬁ? Eb@ F‘rint Preview Messages Persona\ Setting
115 Standard PO ~laso00s3018) vandor [121632 4imprint Inc | boc. date foss1

F1| Headler

E B s.Itm & 1 Material Short Text PO Quartity Q... C Deliv, Date  Net Price
[ = Steel Tumblers wj Color 125EA D 06/22/2012
[ = Color Set up 1EA D 06/22/2012 5
1
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Diagnosing Process Problems

RIS

[ .| Standard PO 4500053018 Created by Craig E Locke

pocunent Overew on - O3 %92 6 Remt proview Moo [ @flpoond settrg

+4500053018) Verdor 131632 dimpnnt Inc Coc. date (0871772012

Ts
Stael Turminiers wi Color

oG D, Dty ot Frice Cur,, P
0642272012 Lsapm 1
® ok Set up 1A b o8/33/3013 S5 o0 |

H 2. Go to the Item Details
] (bottom) section and
click on the Purchase
Order History tab

3. Goods receipts and invoices are

posted and match the PO quantity,

allowing check payment. If either is

missing, or there is a mismatch, the
check will not process.

item 1117 Steed Turblers w
_Materid Data | Quantites{ehs |

[CE] (& =00 as ] [D]dh .

0. Ml o P
EA BOI41S05  LMOO
EA BOI41605  LADD

.. = T Materal Do, | Jtom Pesting B Quanity OUn & Oty PR T Amunt N LE O, & Arnount AbSoncn
# 100 SE005)E970 1 OG/18/200F 125 EA 135 4250 EA #42.50
[Tr./Ev. Goods receipt - 125 EA - 125 - 442.50 €A - 442.50
L SI0GITIND 1 2LUEfam2 125 EA 13 5747 EA 55747
v/ Ev. Inwoice recept . 125 EA » 125 « 55747 EA » SSTAT

SAP Goods Receiving

Sign Off

.guudsRecewut Settings  System  Help

gesare ~FdB e@@ CHE B
Move
Size ipt Purchase Order 45000532
To close MIGO M\m.ml.ze oid  Check  Post | [ElHeln
Maxirnize

screen, click icon in

| Close Alt+F4 (401 Goods Receipt +| [ROL Purchase Order
Create Session

upper left corner
and select Close

Stop Transaction General }'Vendnr e |

Click Sign Off to
end myUK
session

+ 45000353238

[T
= 4500053242 Documnent Date 1ll/20/2012
+ 4500033239 [ |
= Paosting Date 11/z0/2012

Good morming Craig

IRI5 Launch Pad
Fram here you can select a system to lsunch

0 RIS C B Web Reporing
>

RIS News

HOTICE
Diate Posted 111155012

Dus 1o the haliday, the BW

SAP Goods Receiving

MM_REC_320 - LSO V2

2/8/2013

25



. HIRIS

SAP Help Web Sites [r===

¢ Resource Page on Purchasing web site:
http://www.uky.edu/Purchasing/srm.htm - Site includes this PowerPoint file
available for reference

* myHelp — MM & Purchasing Help web site:
http://myHelp.uky.edu/rwd/HTML/MM.html|

Both sites contain Quick Reference Cards, updated and printable course
manuals, Reference Manual, etc.

e Assistance Email: UKPurchasing@uky.edu

SAP Goods Receiving

. IRIS
Printing Course Manual (Optional) ;‘E

If desired, a printable (Adobe PDF) version of this course manual is available for
your convenience.

To access and print the manual:
1. Click on the printer (the manual will open in a separate browser window)
Print the course manual

-
~

Close the separate browser window
Return to this course window

v W

Click on the green Continue button below

To proceed without printing, click on the green Continue button below.
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. RIS
Check for Understanding
In order to receive full credit for the SAP Goods Receiving course, you must

now successfully complete the Check for Understanding — a quiz covering the
main concepts presented in this course.

UK ovivessiny o KeNTUCKY]
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. IRIS
Course Completion ﬁ%

To complete this WBT, click on the yellow Log off button in the lower corner of
this window.

Note: This window will close, and you should be returned to the main,
myTraining page for this WBT. The main page will refresh (usually within 30
seconds, depending on network traffic), and you should receive a green,
system message confirming your participation.

Your participation in this course has been completed.

You may then safely navigate away from the main page.
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