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X-3. Adjusting a Completed Receiver Document - FPARCVD

In Banner, you cannot simply cancel a Receiver Document instead you must perform a negative adjustment
against each item received.

If you need to make an adjustment, you must create a new Receiver Document using the same packing slip and
purchase order previously used.

NOTE: If returning goods, you must use Returning Goods FPARTRN, see Returning Goods FPARTRN in this
Users Guide.

To Process Adjusting Receiver Document:

GoTo... FPARCVD [Enter]
|| Oracle Fusion Middleware Forms Services =t
l Eile it | K tlem R i Q Help o
@ BiReEBEE %% ] [ @y [ IR E S IS 2@ X
"m General Menu GUAGMNU 8.4.2 (TEST2219) - Wednesday, June 11, 2014 - Last login Tuesday, June 10, 2014 10:47:57 AM
Go To‘..ﬁfﬂ Welcome, SARPYC. Products: [' Menu | Site Map | Help Center
_1Stores Inventory ["FINSTORES)] = My Links
_iIPurchasing and Proc t [*FINPURCH]
—IRequest Processing [*FINREQST] Change Banner Password
1 Purchase Order Processing [*FINFO] Check Banner Messages

—1Bid Processing [*FINBIDD]
—dReceiving Processing [*FINRECV]

Personal Link 1

Personal Link 2

2 Receiving Goods Query [FPIRCVD] Personal Link 3
B Purchase Orders by Vendor [FPIOPOV]
[2 Open Purchase Orders by Buyer [FPIOPOB]

[2 Open Purchase Orders by FOAPAL [FPIOPOF] Argos Report Viewer .
Receiving/Matching Stalus Query [FAIIREC] Banner Bookshelf
2 Receiving/Matching Detail [FPIREC]

[2 Delivery Log [FPADELV]

B Returned Goods [FPARTRN]

2 Returned Goods \ on List [FPIRTRN]

2 Receiver/Packing Slips Validation [FPIPKSL]

[ Receipt Required Indicator [FPARRIM] =

Personal Link 4

My Institution

Banner Broadcast Messages

Press ENTER to start selection or expand/collapse menu. |
Record: 111 li&il | | | <osc>
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1. Receiver Document Code:

There are two options to begin Receiving:

o Type ‘NEXT’ for Banner to assign a new Receiving Document Code [Enter]

NOTE: Record the Receiver Document Code for future use.

OR
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o Enter an existing Receiver Document Code to complete or modify it, or click the drop down arrow

to search for an existing Receiver Document.

NOTE: Notice that the Receiver Document Code has been assigned. Write down the number for future

reference. The Receiver Code always begins with a Y, example Y1234567

NOTE: Multiple receiving can be done against a PO. A new receiving document code will be generated

each time partial receiving is done against a PO.

|- Oracle Fusion Middle:

Eile Edit Cptions Block [tem Record Query Tools Help

I EEEIE I

Receiver Document

Receiving Header

Receiving Method: |

Carrier: | E|

Date Received: = [ Text Exists
Received By [

Packing Slip

Packing Slip: B [ Text Exists

Bill of Lading:

Purchase Order

Purchase Order: (hd| ® Receive ltems ' Adjust ltems
Buyer: [
Vendor: | |

AL i e e

Enter a Receiver Document Code or use NEXT for automatic assignment.
Record: 1/1 | | | | | =0sC=

More. ..

Next Block [Ctrl+Pg Down] to access the Receiving Header.
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2. Receiving Header:
=] Orce rusion M CVD E=PE)

File Edit Options BElock ltem Record Query Tools Help

BOE AEEE #T HEEIAIE R Gl d

%A Receiving Goods FPARCVD 8.6 (TEST2098) 1iririwriiriririei il il et lelerel el el Lt

Receiver Document Code:  Y0000035 |~

Receiving Header

Receiving Method: d|

Carrier: | EH

Date Received: 13-nov-2012  [E] [ Text Exists
Received By: [sarPve

Packing Slip

Packing Slip: [*] [ Text Exists

Bill of Lading: |

Purchase Order

Purchase Order: E[ ® Receive ltems ' Adjust Items
Buyer: [
Vendor: | |

More..- -
Sorempeweeen )
Receiving Method: Enter the receiving method or leave blank. [TAB]
Carrier Fields: Enter the carrier of leave blank. [TAB]
Date Received: REQUIRED - Defaults to the current date. Override, if appropriate. [TAB]
Received By: Defaults to the User ID.
Text Exists: To create or view comments associated with the receiver document choose View

Receiving Text [FOATEXT] from the Options menu.

NOTE: A check mark (v) in this box means Receiving Text exists.
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Adding Receiving Text — General Text Entry FOATEXT

Use General Text Entry to communicate special requests to Purchasing or Accounts Payable. Give complete
details as to the support documents necessary to complete the Receiving Process.
Examples are as followed:
e Purchase Order Cancellation/Change Document

Also, specify how this information will be forwarded to Business Affairs — Purchasing Section or Accounts
Payable.

From the Options menu choose View Receiving Text [FOATEXT].

A Block ltem Record Query

| Eve Eoit Opt Block ltem Record Query Tools Help

By a8 %9 K@
's# General Text Entry FOATEXT 8.9 (TEST2095) -ri-iriri-irl-lrli-lislr
Type: [Rf.‘\' i Code: [v0o0003s = Default Increment: [ 10
Text Print Line

[11/13/14 A items recenved in good condton per [ 10 =

!Dr. Jones| |
[
|
[
[
|
|
[
[
[
[
| -
|
|
[ -

Enter Text for the document I
Record: 2/2 | | | | | <osC>

Text: [Next Block] or click on the first open line, and type desired information. Use arrow keys to navigate
from one line to another.

Print: Not applicable. Defaults to checked.

NOTE: All lines in the FOATEXT text screen must have line numbers. If you want to create a line break between
text information, type a period (.), [TAB] to Line Number Field and enter the number that places your
blank line in the position you desire.

Save [F10] and Exit [Ctrl+Q] once you have completed General Text.

Next Block [Ctrl+Pg Down] to access the packing slip information.
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3. Packing Slip:
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[ () Oracte Fusion Middleware Forms Services: Open > FPARCVD =&
File Edit Options Block ltem Record Query Tools Help
YD BEBE 5P B0E G B 0E SB ¢ S S0 IX
Receiver Document Code:  Y0000051 |~
Receiving Header
Receiving Method: |
Date Received: [EN_N_E;S_E Text Exists
Received By [essLeva
Packing Slip
Packing Slip: N.Bmts‘ﬁ _'_| Texi Exists
Bill of Lading: |
Purchase Order
Purchase Order: B (=) * Receive llems Adjust ltems
Buyer:
Vendor: [
Enter a Packing Slip Number, and press NEXT FIELD. |
Record 1/1 || . | Listotvaiu... | | <osc>

Packing Slip:

Bill of Lading:

Text Exists:

X-3

REQUIRED. Choose from the following options:

a. If the Packing Slip is provided, enter the Packing Slip number from the merchandise
that you have received and [TAB].

OR

b. If the packing slip is not provided, enter your initials (111) and date (mmddyy), i.e.
CLS061314 and [TAB].

Choose from the following options:

a. If the Packing Slip is provided, enter your initials (I11) and date (mmddyy), i.e.
CLS061314 in this field and [TAB].

OR
b. If the packing slip is not provided, leave blank and [TAB].

To create or view comments associated with the packing slip choose View Packing Slip
Text [FOATEXT] from the Options menu.

NOTE: A check mark (v') in this box means Receiving Text exists.
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Adding Packing Slip Text — General Text Entry FOATEXT

Use General Text Entry to communicate special requests about the Packing Slip.

From the Options menu choose View Packing Slip Text [FOATEXT].

.
|# Oracle Fusion Middleware Forms Services: Open
File Eﬂllm Block Item Record Query

( @ ¥ ViewPacking SI:pTexiiFOhTEXI'Il |

'%5 Receiving Goods FPARCVD 8.6 (TEST2095)

Elle Edit Optons Block tem Record Query Tools Help
B el %9 DEE @ & QIS &I $& & @I | X
" General Text Entry FOATEXT 8.9 (TESTR008) vl T T T Tt T T T

Type: [rov [~ Code:  [vo000038 = Default Increment: 10

Text Print Line

[14113/14 Aa toms recenved in good conditon per [ 10 ~

|[or,ml [

i —

[ |

[ —

| -

r _—

r _—

| [

[ [

[ [

i —

| |

[ —

i -—

| | .
Enter Text for the document | J
Record: 212 L1 | ] | «<osC>

Text: [Next Block] or click on the first open line, and type desired information. Use arrow keys to navigate
from one line to another.

Print: Not applicable. Defaults to checked.

NOTE: All lines in the FOATEXT text screen must have line numbers. If you want to create a line break between
text information, type a period (.), [TAB] to Line Number Field and enter the number that places your
blank line in the position you desire.

Save [F10] and Exit [CtrI+Q] once you have completed General Text for the Packing Slip.

Next Block [Ctrl+Pg Down] to access the purchase order information.

X-3 21



Rev. 6/15

4. Purchase Order:

Eile Edit Options Block ltem Record Query Tools Help

|80 BEEBE $Y @B B SR

Receiver Document Code: |Y0000083 [~

Receiving Header

Receiving Method: (=]
Carrier l =)l
Dale Received: 16-JAN-2015 EJ

Received By: [eeasteva

Packing Slip

Packing Slip: |apor1s1s =] ¥ Text Exists
Bill of Lading:

Check to receive or adjust items for this purchase order
Record: 1/1 [ | | <osc>

Purchase Order: REQUIRED. Enter the Purchase Order Number associated with the items being
received [TAB]

NOTE: To search for purchase order information, click the drop down arrow to search
and choose one of the following three areas to view the purchase order
information:

d. Purchase Order Validation Form FPIPOHD
e. Open Purchase Orders by Vendor Form FPIOPOV.
/. Purchase/Blanket/Change List FPIPURR

Buyer: Defaults from the purchase order.

Vendor: Defaults from the purchase order.

Receive Items: Leave blank. [TAB]

Adjust Items: Choose this option if you are adjusting receiving.

NOTE: This box can only be used when a previously received amount exists and may
not be for an amount greater than the previously received amount.
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5. Adjusting Commodity Line Items:

Choose Select Purchase Order Items from the Options menu.
= 1w D U}JElI “ 1

it Block Item Record Query Too
% Receive All Purchase Order ltems
ﬁ Select Purchase Order Items [FRCRCVF]

NOTE: Do NOT select Receive All Purchase Order Items. If this option is select, the system will force you to
receive ALL items without the option to review.

| %] Oracle Fusion Middleware Forms Services: Open > FPARCVD - FPCRCVP - - [E=REERC
File Edit Options EBlock ltem Record Query Tools Help
NE BEAEE P REE QISIRE BRI EIRE@ 01X
' Recaiving Goods PO ltem Selection FPCRCVP 8.5 (TEST2005) [l lirlirllrllr il oo e o e o e o o o o o T ]
Purchase Order: PO000143 [ Receive All Blanket Order Number:
Receiver Document:  |Y0000051 Packing Slip: ALBO11515
Vendor: [evo053941  [Decurr, Ciark & adams, LLP
Text Quantity Add
Iten  Commodity Exists UM Quantity Accepted Item
| 1 |uLS Legal Services [none A 1 2 v o~
| | | | o
| | | | =
| | | | o
| | | | o
| | | | =
| | | | o
| | | | o
| | | | 0
| | | | =
| | | | o
| | | | =
| | | | o
| | | | o
| | | | =
| | | | o
| | | | o=
Check to select commaodity for Packing Slip. Press commit to copy item(s). |
Record: 1/1 | ] o | | <0sC= J

Next Block [Ctrl+Pg Down] to access Receiving Goods PO Item Selection FPCRCVP.

Arrow Down, or Scroll through the list to view the items and select the items to be adjusted by checking the
Add Item box,

Quantity Accepted:  Indicates the amount that has been received previously

Save [F10] to include items for receiving and Exit [Ctrl+Q)]
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NOTE: A message window appears indicating that the transaction is complete with the number of records
selected. Click OK.

pen > FPARCVD - FPCRCVP

Eile Edi Block ltem Record Query Tools Help _ - _
B0 AEER 9 DB QA S RNFP o I £ 2@ 01X

"4 Receiving Goods PO llem Selection FPCRCVP 8.5 (TEST2095)

Purchase Order: PO000148 [l Receive All Blanket Order Number:
Receiver Document:  Y0000051 Packing Slip: ALBO11515
Vendor: 200053941  Decuir, Clark & Adams, LLP
Text Quantity Add
lem Commodity Exists UM Quantity Accepled tem
® FRM-40400° Transaction complete: 1 records applied
and saved.
FRM-40400; Transaction complete; 1 records applied and saved. | J
Record: 010 [ .| | | <0sc>
Exit [Ctrl+Q] to return to Receiving Goods [FPARCVD]
Next Block [Ctrl+Pg Down] to access the Commodity block.
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6. Commodity:
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NOTE: Scroll through each commodity line item using the arrow keys or scroll bar. The items will

appear one at a time.

in > FPARCVD

Eile Edit Qptions Block |tem Record Query Tools Help

JeY D FEER %Y POR Q E RN IR C L O

"s8 Commodity FPARCVD 8.6 (TEST2085) .l

Receiver Document Code:  Y0000053 Packing Slip: ;rALaouzns

Purchase Order: [Poccotes Vendor: [Decur, Ciarkc & Adams, LLP

Item: () Commodity Record Count: |

Commodity Code Description
!UI.S Legal Services Stock ltem

ToDate Adjustment
' 2 : [ea

3
o |
0

3 |
1 Iltem

[ Tolerance Suspense

Tolerance Override

if item is stock, enter the Sub Location
Record: 11 I 1 : | <0SC>

TAB to Quantity Received Adjustment and enter the quantity of goods adjusted for this item.

NOTE: Must be a negative quantity (-1, -2, etc.).

U/Mm Default from the purchase order.

NOTE: If necessary, enter the receiving unit of measure in the U/M field if the U/M is different
than the purchase order. It is always best if the U/M from the purchase order is used.

NOTE: Arrow down to repeat commodity steps for each item that needs to be adjusted.

Next Block [Ctrl+Pg Down] to access the Completion block.

X-3
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7. Complete:

4 [Oracle Fu : Open > FPARCVD [
File Edit Options Block |tem Record Query Tools Help

B E RAEER 9% DER @ IR IE ek 1 IBI@ 01X

‘78 Commodity FPARCVD 8.6 (TEST2085)
Receiver Document Code: 0000047 Packing Slip:  ALB011415
Purchase Order: PODDO149 Vendor: Rosett, Pam
‘ Item: 1 Commodity Record Count: 1
mmodi e escription e -
|| commodity Cod Descripti UM FOB Cod
‘ Teach AHA CPR Classes Spring 2016 [ Stock item Ea - [¥iFinal Received
|
Quantity To Date Current
Received: 1 1 U/M: = ¥ EACH
Rejected: 0 UIM: hd
Retumned: 0 Primary Location: hd
| | Accepted: 1 Sub Location: -
| i -
Ordered: ! [item Suspense
"zg Completion FPARCVD 8.6 (TESTR0E) Irliririririr el il e T T T LT T L T LT T ] XK |
|
Complete: [&] In Process:
|
|
Select to keep Document Incomplete and "In Process™ ‘
| .Record: 11 || - | <0SC>

Choose from the following two options:
o Complete: Click to complete and post the document.

NOTE: Once completed, this document cannot be changed.
If further changes are necessary, enter a new receiver document.

OR

e In Process: Click to save the document for retrieval and completion at a later point in time.
This will save the receiving information, but will not complete it. It is your
responsibility to complete this receiving or cancel it, if no longer needed.

NOTE: The Auto Hint/Status Bar will indicate the number of records applied and saved as indicated below
after completion.

FRM-40400: Transaction complete: 1 records applied and saved.
|| Record 1/1 ||






