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On completion of this lesson you should be able to:  
· Navigate to receiving.
· Enter the received quantity, date of receiving and the delivery note.
· Generate a receiving e-doc.
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· You are a KFS user and an initiator of your department. One of your key roles in the department is to do receiving for the goods you purchased.
· For this lesson, use your staff member number and log into the KFS system.
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· You need to be a NWU staff member that is registered on KFS as a user.
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2.  Lesson Summary
1. 
Main Menu 
KFS navigation:  Main Menu > Transactions > Purchasing/Account Payable > Receiving  
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Figure 1


	
1.
	Select Receiving from the Purchasing/Accounts Payable submenu group in the Transactions submenu on the Main Menu tab.



2. Document Layout
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Figure 2


	
1.
	Purchase Order #: Type the Purchase order number in this field.

	2.
	Date Received: Type or select [image: cal] date for the receiving of the items.

	3.
	Packing Slip #: Type the required invoice number in this field, when available.

	4.
	Click on [image: buttonsmall_continue]



2.1	Items Tab
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Figure 3

	1.
	
Enter the [image: ]

	2.
	
Click on [image: buttonsmall_submit] and  [image: buttonsmall_reload] to make sure that the status is “Final”.
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· The document number is used for the receiving number and the process is completed. 
· After completing the receiving process, certain changes can be made to the quantity.
	1.
	
Click on [image: buttonsmall_correction] to correct the quantity on the document.



[image: ]
Figure 5

	1.
	
Type the reason for the change and click on [image: buttonsmall_Yes]



[image: ]
Figure 6

	1.
	
Make changes to the quantity.
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	1.
	
Click on [image: buttonsmall_submit] and then on [image: buttonsmall_reload]

	2.
	
You will receive a new document / receipt number. 

	Lesson Summary

	
	 
Having completed this lesson you should be able to:
· Do receiving the items you have purchased;
· Do corrections on the receiving quantity.




	Receiving (RCV)
	Page: 5 of 5



image2.png
‘Transactions
Purchasing/Accounts Payable

« Contract Manager Assianment
« Mass Cancel Purchase Orders
« Payment Request

* Receiving

« Requisition

« Shop Cataloas

« Vendor Credit Memo




image3.png
Line Item Receiving Initiation





image4.gif




image5.gif




image6.png
Ttems [ hide |

Rec

Toad aty recelved | [ clear aty received

Line | Catalog -~ — Qty - Prior Qty Tobe Qv aty Qty Addition
# # pe=crienonl Ordered on: Received Received Received Returned Damaged Reason Actions
m2
1 0004012-P11 | KIAAT (M2) 25.75 square  [15.75 10.00 [i0.00 (@) (@)
veTeR
MAHONIE 150 X 40 (PER M
2 o00s015-p1 [LATCN 30,25 - 2050 575 57 (@) (@)





image7.png
Received Returned Damaged




image8.gif




image9.gif




image10.png
Line Item Receiving (3

Doc Nbr:

662893

FINAL

Initiator:

10225714

11:44 AM 20/03/2015

= Document was successfully reloaded.

Complete





image11.gif




image12.png




image13.gif




image14.png
A note is required to create a Receiving Correction document

= Please enter the reason below:

(yes )(mo )





image15.png
- Ttems

Description

Correct Qty.
Returned

Test

8.00

0.00

0.00

ED

Delivery

[ hide |





image1.jpeg
@J NWU"




