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Conventions Used in this Manual

The following formatting conventions are used throughout this manual.

Convention

Example

Text entry is printed in monotype (Courier) font.

Type FPAREQN in the Direct Access field.

Field names are in bold face.

Type 299771111 inthe ID field.

Button names are in bold face.

Click the Execute Query button.

Specific block names (but not “Key Block”) are
in bold face.

In the Addresses block, click inside the Zip
Code field.

Form names are in all capital letters.

Navigate to the FPAREQN form.

Keyboard keys are in all capital letters.

Press ENTER.

Menu navigation is listed as
Menu > Menu Option.

To count the query hits, choose Query > Count
Hits.

The following are frequently used functions throughout this manual.

Function Keystrokes

Next Block CTRL + PAGE DOWN
Previous Block CTRL + PAGE UP
Save F10

Execute Query F8

Next Record Down Arrow ( | )
Previous Record Up Arrow (1)

Exit X

Search =

Calendar - date field B
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Receiving Purchased Goods

The receiving process enables you to enter receipt information for items ordered
through the purchase order process. You can receive goods based on the
quantity identified on a regular purchase order or based on the dollar amount on
a standing purchase order. You can only perform receiving transactions against
approved purchase orders.

Packing slip

Pocking ship: | v
Wil of Lading:

Purchase Order

Purchase Order: | - * Receive Ttems Adjust Ttems
Buyer: [
vendor:

Screen 1: FPARCVD Form

1. Access the Receiving Goods (FPARCVD) form one of two ways:

a. Use the menus: Financial > Purchasing & Procurement > Receiving
Processing > Receiving Goods

b. Type FPARCVD in the Direct Access field at the top of the Banner main
screen and press ENTER.

2. Inthe Receiver Document Code: field, type NEXT for new system assigned
receiver code and Next Block to go to the Receiving Header block.

You may also enter a receiver number to retrieve a previous started receiver
or click the Search button to have the system select and incomplete
document.

The Date Received and the Received By fields will auto populate. The Date
Received can be over-written to reflect the actual date received.

3. If additional notes are needed, add text from this block by choosing Options
> View Receiving Text (FOATEXT).
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Completing the Receiving Header Block
1. Inthe Receiving Method field, double-click in box to view a list:

iving Goods FEARCVUD 7.8 (TRMG)

Recelver Document Cod <0001362 =

Findl%
Recelving Header S
| Code | Receiving Deserption EA Cate -
Receiving Methad: |
Careinr: - DML DHL 11-ARR-200%
FEDX  Federsl Expeess 1L-ARR-2005
Diate Rucitvik |8-W2004 IE) ATEE R | b b Bicks U TEARR-T00%
Received Uy GOLEENL MAIL U5 Msd LL-RPR-200%
ND Next Day Delivery 11-APR-2005
M Other TRAER-T00%
Il BFG  Bamider Ralvars R CH—.
Packing Slip * k

Packing Ship: - Teut B &= |Gancaly

Bill of Lading:

Purchase Order

Purchase Order: - ® Heceive Ttems = Adjust Ttems
Buyer:

¥endor:

Screen 2: Receiving Method List

2. Select the receiving method and click OK.

3. Inthe Carrier field (an optional field), click the Search button to view the
Carrier List:

[ Recelving Goods FFARCYD 7.8 (TANG)

Recelver Document Cod woooiaes =

P "
Find['%
Recelving Header
vendor Name o
Recmiving Method: bRL ¥ BHL
Ly = BBF Fraight Systam tne
Alvan Fraight Inc
Date Received:  90-Mar-200s D Uil Servite
e maund y: GOLDENL Tallaw Fraight
DML Express USA Ine
4BF F wstem Ine
ahene, r
Packing Slip
Packing Ship: - Tout i
Bill of Lading:
Purchase Order
Purchase Order - #® Recrive Ttems A just Toms
Buyer:
wendor:

Hore...

Screen 3: Carrier List

4. Select a carrier from the list and click OK.

3 NOTE: The Date Received and Received By fields are pre-filled. These fields
E can be edited if the data is not correct.

5. Next Block to go to Packing Slip block.
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Completing the Packing Slip Block

1. Inthe Packing Slip field, Enter the number from the vendor packing slip or
click on Search button to view list of previously entered packing slips

s NOTE: If the packing slip has been used previously against another purchase
E order, click the SEARCH icon to select the packing slip number.

2. |If applicable, type the bill of lading number from the shipping information in
the Bill of Lading field (optional).

3. Next block to go to Purchase Order block.

Completing the Purchase Order Block

1. Inthe Purchase Order field, type the PO number and press ENTER ...OR...
Click the Search button to view list of purchase orders. Refer to Using the
Search Button for POs section on page 7.

2. Tab to the Receive Items radio button and verify that it is selected. Adjust
Items is used to edit a previously entered receiver (Refer to Editing a
Receiving Document on page 10 for additional instruction).

3. From menu bar, choose Options > Select Purchase Order Items
[FPCRCVP].

4. On FPCRCVP form, select the item to be received by checking the Add
Item box:

v All Blanket Order Number:

Purchase Order: fece
Receiver Bocumenl: [Y0001363 Packing Slip:  [P00003752

Vendor: |3200030% (apple Computer Ine

Text Quantity Add
Item  Commodity Cwists  UfH  Quantity Accepted Ttam,
- .
» .

7 oam
. B
aland®

i [ao4ma [Maesk P Lieten Mone a0 [ i
3 [a0son
3 [0aan [wone [ea
[weme [ea

[2042a

1
[wone  [ra Il 1
1
1
1

= [30401

Screen 4: FPCRCVP Add Item checkbox (cropped)

When complete, press F10 to save
Close the form by choosing, File > Exit.

Click Yes to confirm the close in the pop-up box.

© N o g

Next Block to access Commodity block and view items selected against this
receiver.
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Completing the Commodity Block

Use the Commodity block to enter commodity information for this receiving
document. The header fields displays the information entered in the main window
of this form and defaults from the purchase order.

1. For each commodity, determine if you received all of the goods. If yes, leave
the Final Received? checkbox checked. If not, uncheck this box.
This window will display a single commodity at a time; use the scroll bar to
the right to scroll to next commodity if you select more than one item in the
previous view.

pdty PEARCVD 10 (TRNG)

Recelver Document Code: [roouises Packing Shp: [ooore:

Purchase Ordee: [rosnarex Vendor: Aople Computes Tne

T [ Cuvmim adity Record Caunt: 1

L dity Code uf™m TUb Code

30484 Machook Pre Laptep Stoek Ite 0 -

Quantity  ToDate  Current e
*, Recelved: 1 3 o UfH: ta *|each
=X g
o . u -
"ay apunnt® G =
Refufhig e mn e n o Primary Location: -

Mccepted: 1 Sub Location: -

Ya g, Rejected:

Ordered: 1

Talerance Override

Screen 5: FPARCVD Form

2. Tab to Quantity - Current box. Type the amount received or amount being
rejected as appropriate.

s NOTE: For a Standing Purchase Order you will not see this field; you will see the
E Current Amount Received field.

3. Tab to U/M field. The unit of measure (U/M) should default from the
purchase order. If it does not, double-click in the field to view the options list.
Enter the receiving unit of measure in the U/M field if it different than the
purchase order.

4. Do not enter data in the Primary Location field. This is for inventory items
purchased through the Stores Module, which FSU is currently not using.

5. This window displays a single commodity at a time; use the scroll bar to the
right to scroll to next commodity. Repeat the steps in this section for each
commaodity to be received.

6. When you are finished, Next Block to the Complete Receiver block.
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Finishing the Receiver

1. When you are finished, click the Complete button at the bottom of the form.
The receiver must be completed before payment can be issued.

Ts Cammpdity FRARCVD 7.0 (TRNG)

Recelver Document Code: 70001342 Packing Ship;  sooooares
Purchase Ordee: roo0ITE Vendor: Apple Computes Tnc
T 1 Commadity Hncord Count: 1
Cade um o Code
0484 Machonk Dra Laptop Stock Item (0 - W Final Received
Quantity  ToDate  Current
Recelved: 1 i ufH A * Each
Rejected: o ufe o
Returned: 0 Primary Location: -
Accepted: 1 Sub Location: -
Orderod: 1 Its

complete: (¥ in process: [Z)

Screen 6: FPARCVD Form, Finishing the Receiver

After Complete is selected the system will return to a blank receiver form to
enter next receiver.

Internet Native Banner 7x ¢ Finance Module
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Using the Search Button for POs

From pop-up list select Purchase Order Validation, Purch/Blanket/Change
List, or Open PO by Vendor.

Purchase Order Yalidation {(FPIPOHD}

Purch/Blanket/Change List {FPIPURR)
Open PO By Yendor (FPIQOPOY)

Cancel

Screen 7: Search for POs Option List

Option 1: Purchase Order Validation

This search option allows you to filter your search by the fields displayed.
Variable characters can be used. For example, type >1-MAY-2006 to look for
POs created after May 1, 2006, and enter Y in both the Completed and
Approved fields to limit the search to POs created after May 1 that are both
completed and approved.

This search option does not allow you to filter the search by organization.
1. Select Purchase Order Validation. The FPIPOHD form will appear:

S
0
Fo nge Sequence  Blanket  Class Buyer Name . PODate % Deliver by Dote
(=3 P T T
Vendor Origin e Relernnce syfiber
.
AR R R R RN NN NNEEEEEEEEE .
1" g LT
H Comploted approved 2 Amaun '
H s e =
. ¥ L
Pafsssssssssssnssnssnannannnn .
[ thange Sequence  Blanket  Class Buyer Name PO Date Deliver by Date
Vendor Origin Reference Number
Completed Approved Amaunt
PO thange Sequence  Blanket  Class Buyer Hame PO Date Deliver by Date
Vendor Origin Reference Number
Completed approved Amaunt

Screen 8: FPIPOHD form using the example search parameters

2. Press F8 to populate the table.
3. After the table is populated, select the correct PO and press ENTER.
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Option 2: Open PO by Vendo

1. Click Open PO by
Vendor and the
FPIOPQV form will
appear (Screen 9).

vendor: EEEIREED <o v
Fiscal ¥ears [0 7| i )
2. Type the Vendor ID or  |=r——
use Search button to unln—_ Commedity s Bate .IIJ:N lh-n.ll!! i
select vendor from the
list.

Screen 9: FPIOPOV form (cropped)
3. Verify Status radio
button is Open.

4. Select the correct fiscal year (defaults to the current year).

Use the Organization field to filter the list of POs by organization. Type the
organization or double-click in the field to select from a list.

6. Next Block to populate the table.

Fiscal Years [o4 (- Organization:

Date UFH Quantity Amaunt

23man 20 oA il PR

Screen 10: FPIOPOV form, PO selected (cropped)

7. Double-click a PO to select it ...OR... from the menu bar, select Options >
Review Commodity Information to view items listed on PO (Screen 11).

= Change Sequnnce Sumber

vendor: (S Enrpr—

Commodity List

Trom Quastaty Amsunt
[t Computer Hardware and Perinharisls [ 3 [ Lme93

Dncument Total = Ly

Screen 11: Review Commodity Iltems

8. If this is the correct PO, double click to select it.

9. Once a PO is selected, Banner will automatically autopopulate the Buyer «--- {Formatted; Bullets and Numbering ]
and Vendor fields.
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Helpful Hints

Once you complete the receiving document, you can make NO further
changes to it. If changes are required, enter a new receiver document
referencing the same packing slip and purchase order. You can query this
information on the Receiving Goods Query Form (FPIRCVD).

If you wish to maintain this data in your records but do not wish to complete
and post the receipt at this time, select In Process. You can access this
information again using the identical receiver document code.
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Editing a Receiving Document

Once a Receiver is complete, the record is locked/sealed. To edit or correct a
Receiver you need to start a new receiving document and connect this new
record with the existing record using the packing slip. You can edit information
from there.

This is not used for returns.

1.
2.
3.

Open the FPARCVD form.
In the Receiver Document Code field, type NEXT.

Next Block to go to the Receiving Header block.

Completing the Receiving Header Block

a kN PE

Select the appropriate receiving method in the Receiving Method field.
Select the appropriate carrier in the Carrier field and press TAB.

In the Date Received field, override the date if necessary.

Next Block to the Packing Slip block.

Click the Search button to select a previously used packing slip number. It

must match exactly. This will create the relationship between the two
receiving document.

Next Block to the Purchase Order block.

Recelver Document Codd |

Heceiving Header

Wecmiving Strthad:| -

Carrine: | =

Date Received: | “m Tont Enist
Recoiwed By:

Packing slip

Pocking ship: | =
Wil of Lading:

Purchase Order

Purchase Order: | - * Receive Ttems Adjust Ttems
Buyer: [

Vendor:

Screen 12: FPARCVD form
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Completing the Purchase Order Block

1. Inthe Purchase Order field, type the appropriate PO number or use the
Search button to find the PO.

2. Click the Adjust Items radio button:

Recriver Dacument Cod{ 0001563 =

Raecelving Header

Weceiving Methad: i | oHL

Larrier: =

Date Recelved:  [30-Mar- 5006 1]
Heceived ly: aoLoEm

Packing Slip

Packing Slip: [poonazs: &l

Bill of Lading:

/S

Purchase Order

Purchase Order: (500037527 Receive Items = Adjust ftems

Buyer:

Yendor: 1200030 8y

Screen 13: FPARCVD form, Adjust Items radio button
3. From menu bar, choose Options > Select Purchase Order Items
[FPCRCVP].

4. On FPCRCVP form, select the item to be received by checking the Add
Item box.

When complete, press F10 to save
Close the form by choosing, File > Exit.

Click Yes to confirm the close.

© N o g

Next Block to access Commodity block and view items selected against this
receiver.
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Completing the Commodity Block

1. Tab to the Adjustment Quantity Received field, as shown in the screen
capture below:

wer Dacument Code: 0001963 Packing Slip: [Fa003792

Purchase Order: POgOI7RE vendar: 22pls Computer Ine

theam: 2 Cammodity Recard Count: |
Commodity Cade Description um FOB Code

20454 [Machooh Prs Lupten Stack lem [ea ] Final Brcnived
Quantity  To Date aﬁiunmm{y

R miveid: ] -1 uM: T

Talerance Duneride

Screen 14: FPARCVD form, Adjustment Quantity Received

2. Enter the adjustment (must be a negative number).
3. Tab to the U/M field.
4. Type areceiving U/M if different than the PO U/M.

This window displays a single commodity at a time; use the scroll bar to the right
to scroll to next commodity to be adjusted and enter adjustments.

Completing the Document

1. When you are finished, click the Complete button at the bottom of the form.
The receiver must be completed before payment can be issued.

2. After Complete is selected the system will return to a blank receiver form to
enter next receiver.
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Form Name

Description

FPIRCVD

Receiving Goods Query Form — used to view completed
receiving documents

FAIIREC

Receiving/Matching Status Query — used to view detailed
quantity & amount information for invoice records for which no
receiving information has been entered.

FPARTRN

Returned Goods/Receiving Adjustment Form — used to update
qty returned and reason code only.

FPIRTRN

Returned Goods Validation List Form

FPIPKSL

Receiver/Packing Slips Validation Form

Internet Native Banner 7x ¢ Finance Module
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Document Change Log

Date Description of Change

July 2005 Document created.

May 2006 Document updated to reflect 7x system updates
(screens and procedures) and new document
template/styles.
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