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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Complete a Partial Receipt

This Job Aid shows how to:
e Receive items in COMMBUYS

Of Special Note:

Before a receipt can be processed, there must be a purchase order (PO) in Sent status. The receiving of goods and
services may be either complete receipt or partial receipt. Iltems that are being returned must be received and then
returned. The receipt of items can also be cancelled without first receiving them. This Job Aid shows how to process a
partial receipt using one (1) PO. When completed, a Receipt Number is assigned with an updated status of Approved for
Invoice.

Individuals within an agency or department who receive and/or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission given to receive.
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Click on the Add Documents (plus sign) icon.
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Step 2: Selecting Receipt

Select Receipt from the dropdown menu.

COMMBUYS > ©

OPERATIONAL BERVICES DIVISION

Requmition

6 DL ELE Bid Solicitation

Ready for
Purchase Order

Receipt

News

November 2021 WWww.mass.gov/osd Page 1 0of5



http://www.mass.gov/osd

Screenshot Directions
Step 3: Locating a PO

PO Receipts- Search PO The PO Receipts — Search PO page displays.
1. Locate the PO using any of these
search fields:
Search Using; o PO#.

ALL of the criteria v ° Release Number.

e Buyer.
Search Fields:
k3 Release Number
— A 2. Press Enter on your keyboard or
e e scroll to the bottom of the screen and

click on the Find It button.

PO Type W | Buyer v

Header Major Status v

Header Minor Status v

Department v

Location v

Type Code v PO DatelMWDDIVYYY) o

(atalog v

Required Date{MM/DD/YYYY) I Update Date(MM/DD/YYYY) I

Vendor ID: Q Vendor Name:

Fiscal Year [tem Description

UNSPSC SegmentFamily v

UNSPSCClass v

Commadity-EPP Q Stock Item Number

Find [¢ Clear
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Screenshot Directions

Step 4: Selecting a PO

Blanket Resul .
- The search results display at the bottom of
your screen in the Blanket Results section.
{8 Yo ok b e 5 TSR e 0 MO A0 o Y2 e GRS aGATSL I pUChaSe e,
sent Parthase Orders Furchse Orer Date Desclptn , Vbemm VPumm( Vendar Name T:mr ,mm 1 |n the Select Column, Click on the
RGBS et WO 0 e radio button next to the PO you want
p——— AT = == to receive.
PO-18-1080-05D03-SRC3- 15381, 19531 Wy Drer From W& Nasor B051B0S] B Masce w55
PO-13-9060-05D03.SR0-15301:19532. gy CrgerFrom WE. Mason SDEUBDE! WE Man 35 Sen.
PO-18-D080-05D03. SR 15341:19535 SOSUE06! WE beon e
PO-18-1080-05D03-SRC3- 1531119836 BOEUBDE! WE Meson B2 F5-Sent. .
B——— - 2. Click on the Select button at the
PO-AR0E0-05D03-RC 1811 11538 SOSURDST A Mesen T} 75 bottom Of the screen.
PO-18-D080-05D03. SR 15341:19538 SOSUE06! WE beon p:1eg e
PO-18-1480-05D03-SRC3- 15311, 10540 SDSUBDE! WE Meson 5 Sent.
PO-18-1480-05D03-SRC3- 15911, 19542 BOEUBDET WE Meson ¥5-Sen
PO-18-D060-05D03.SRC-15391:18554. Des Organizer Fom WA Nesn EDSUBDS! L ) 5-Sem
PO-13-9060-05D03.SR0-15301:19583 Brdersand SDEVROE! WE ban M -5
P0-18-1080-05D03 5C3- SRR 1104 SDSUBDE! Lcermey Msrrze.
BO-18-1080-05D03 SRCO1- 15784173 SDSUBDS! Bricgrsove Avevics Tire Operatione LU
F0-15-1030-05DUS-SRED-15785:1T7 SOEUBDST Briggestone Americas Tire Operations L. =
PO-19-1060-05003-05DU3-13725:447 SDEVROE! Feszedl -5
PO-19-1080-05003-05D03-13725:448 SDEUBDS! e 153 . fe
PO-19-1080-05D03-05D03-13725:448 SOSUE06! e
PQ-19-1060-05D03-CSDUS-13T25:480 SDSUBDE! 2 ENC
® PO-19-1080-05003-05D03- 13725 502 Sg:;sm)(mn’m?:;r SIX‘FDS\ B OValeys Fasenal sl ] F5-Sem
. B |
Step 5: Receiving
ftem Information . .
The Receipt page displays. Move down to
i e the Item Information section of the page. The
- Receipt Type column defaults to Receive.
ekt " e rtere ey Dok N\
D] o & m e { — p— - 1. Inthe Selected column, enter a
check in the box next to each item
' 9 . received.
e ) _ _
2. Adjust the quantity of goods received
5 . by entering the number of each item
o in the Quantity/Dollars column.
_ _J
3. Click on the Save & Continue button.
RetumAllComment Cancel Al Comment ™
o Recemediretumaditanceled quansy of recees n staus "SCC - Cancesad” and "3CRT - Resumae s ignared ihen calculating rcaved wetumed anceled quantiy for 3 PO tem.
Recaive Al Rern Al Ganczl 8 I Sa.ui.CuTru:—I Canel Recapt
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Screenshot Directions

Step 6: Validating the Receipt
It . .
Des;;m The Ordered Quantity/Dollars Receipt Total
7 (PO Receipts Total) column is updated with
e w ”‘“““‘1““"“"*’““"“] numbers in parentheses that reflect the
a lem (ost oM Receipt TotalP0 Receipts Total) ReceiptType Quantity/ Dollars . p
guantity received.
LIAL KV Hifs Orange/Lime HAL Ve AN Type R s 2 By GuarofREG} Two-Tone I Back B m‘\-E
0 \ W n . _ _ A new row has been added to each line item
m Receie v bey as 1:1, 2:1, 3:1, etc.
IS TR Renaing | . .
The Quantity/Dollars column is updated to
E> Y W B i Resirg 7 show both the quantity received and the
LR guantity remaining.
T T2 e 412 107 2172 Whee! S000b Steel 2 Handie H cw:t
_______ ) 3. Click on the Submit for Approval button
0 1 $1BsS B-Eaf 0 ) q -
i Reciie v G at the bottom of the page.
110G (20407 P \ Enargl
¢ bl §EsH ek 0 Recgiing
— T RO
Show Sy i
Step 7: Submitting for Approval
. Each agency sets up their specific approval
Receipt# 0033023 (In Progress) - Purchase Order # PO-19-1080-0SD03-0SD03-13725:502 path for receipts.
No approval path meets the document criteria. Do you want to manually add appravers or mark the document as approved? 1. sel?Ct the appropriate approval
choice.
() Manuzlly z0d approvers
 Automati approwe 2. Click on the Save & Continue button.
Please select an approver ifyou want to manually add appravers. The receipt is now in Ready for Approval
status until approved.
Ao v Madhyprom In our scenario, we do not have an approval
path for receiving items, so we selected
SebConiue N Cancel & it Automatic approval and clicked on the Save
& Continue button.
Step 8: Verifying Approval
Recept 0033074 proved or i) - pchase Oder PO-130BDOSDIR0SD03 3725502 Once your receipt is approved, it will be
placed in the Approved for Invoice status.
Header Information
Receipt Number: ] Receipt Status: Aot ke Receipt Description: Safzy ess and Kand rucks From Fasenal
PO Number: PO Status: SR Parma Rt Alterate ID:
Department: BI081- Proremen Depzmant Location: 351 -Procuemen Receipt Oumer: BillONalky13
User Creatad: £ Date Created: 1 User Last Updated: BilONaleyTs
Date Last Updated: TUD D214 PW Receivad Date: 11082021 D045 P
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Screenshot Directions ‘

Step 9: Receiving the Remaining Items

e 1. To receive the remaining items,
Srted ) it Ondered QuansyDollars [ D [ repeat Steps 1-6.
u hem# st oM Receipt Tocal[PO Receipts Totzl) Receipt Type Quantity / Dallars
L-iU-'.‘EIIHr'fsCri"gi-L'reH%d.‘/ec"»\“E\’:.pe3CasslBo{f-iLim:FﬂTw;fo"E.‘iil:-B’aa:&wij% 2 When the Recelpt page dlsplayS’ the
. D s s . remaining item quantities are in the
- m Recclie v e Quantity/Dollars column and the
1 T P— Receipt Type column defaults to
Receive. Ensure that each line item’s
M I e o receipt status is marked as Receive.
: 2 5118555 EA-Each ‘,E P_e(e\-,‘e y ey
3. Scroll to the bottom of the page and
Rendirg click on the Receive All button. A
. M > 4 popup screen appears asking if you
e want to receive all remaining items.
The remaining quantity resets to zero.
Return All Comment Cancel All Comment 4 Clle on the OK button.
1 Recevediretumedcanceled quantityofreceipt instaus "5CC - Canceled” and "SCRT - Returmed” s gnared when talcuiting reeivediretumedicanteled quanty for PO e Repeat Steps 6'8
Receive Al Rerum Al Cancel Al Save & Continue Cancel Receipt
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