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Before you proceed, the following information must be known:

1. The Packing Slip number.
2. The Purchase Order Number associated with the shipment.

3. The items being received.
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Opening FPARCVD BACK T TOP

1. Open the Banner INB gateway web page with the browser:

e Inthe Address field of the browser, type

Enter

http://banner.uncc.edu:9090/ and then press

2. Select the database to connect to and log in.
3. When the general menu (GUAGMNU) appears, open the FPARCVD form.
e Go To method:
a. Type FPARCVD in the Go To field.

Enter

b. Press '———=—=1. The FPARCVD form appears.

2

e Menu Navigation method — click in front of the following items to open them:

S|

Note: When clicking in front of a menu name, the menu opens. Click to close a
menu.

a. Banner

b. Finance System Menu [*Finance]

c. Purchasing and Procurement [*FINPURCH]

d. Receiving Processing [*FINRECV]

e. Double-click Receiving Goods [FPARCVD]. The key block of the FPARCVD form

appears.
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In the Go field, type
FPARCVD and then

’2_5 General Menu GUAGMMWU 7.3 (BANTEST?) - Monday October 23, 2006

GoTg... [*] welcome, GMHELMS

press

Enter

Menu Navigation
method, Open menus
and double-click
Receiving Goods
[FPARCVD].

Revised 10/23/06

Products: I:

[:IMV Banner

‘dBanner

[ student [*STUDENT]

[J Advancement [*ALUMNI]

‘SFinance System Menu [*FINANCE]
[JGeneral Ledger [*FINGENLL]
IFinance Operations [*FINOPER]
Istores Inventory [*FINSTORES]
laPurt::hasing and Procurement [*FINPURCH]

Ea Request Processing [*FINREQST]
[dPurchase Order Processing [*FINPO]
[ pid Processing [*FINBIDD]

\?Receiuing Processing [*FINRECY]

ElrReceiving Goods [FPARCYD]

E Receiving Goods Query [FPIRCVD]

2 purchase oOrders by vendor [FPIOPOV]

2 open Purchase Orders by Buyer [FPIOPOB]
E Open Purchase Orders by FOAPAL [FPIOPOF]

E Receiving/Matching Status Query [FAIIREC]
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FPARCVD Receiving Goods Form — Receiving Header Block ar R Tor

File Edit Options Block Item Record Query Tools Help

=R BEEE % REE @ & &F & 4@ @ X

T Receiving Goods FRARCVD 7.0 (BANTEST?)

Receiver Document Code|v0701945 [T

Receiving Header

Receiving Method: El

Carrier: | EH

Date Received: 23-0CT-2006 [ [ Text Exists
Received By: |GMHELMS

Packing Slip

Packing Slip: EI [ Text Exists

Bill of Lading:

Purchase Order

Purchase Order: | ® Raceive Items ' Adjust Items

Buyer:

Vendor: | |

More...

o Type NEXT in Receiving Document Code field.

] Ctrl Poge
e Next Block (click E{ﬂ or press 4] + lLJe=nl) to move to the Receiving Header block.
Date Received and Received By will automatically populate. The Date Received should be
changed to the date the items were actually received.

i

e Enter the Receiving Method or press

to display a list of valid Carrier/Freight options.

Enter
Click on the correct code and press enter ——U. (This is not a required field and can

be left blank).

e Enter the Carrier name if known or click to display a list of available freight carriers.
(This is not a required field and can be left blank).

5 Cir| Eage
e Next Block (click E] or press 4] +IL0=wnl) to move to the Packing Slip block.
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FPARCVD Receiving Goods Form — Packing Slip Block ~ saexoror

File Edit Options Block Item Record Query Tools Help

AYD RABE %9 D@6 & & BB ¢ 4 & 0 X

'mReceiving Goods FPARCWD 7.0 (BANTEST7)

Receiver Document Code[v0701546 [+

Receiving Header

Receiving Method: E

Carrier: | EH
Date Received: 23-0CT-2006 @ [ Text Exists
Received By: |GMHELMS

Packing Slip

Packing Slip: 1023060124 [EI [ Text Exists
Bill of Lading:

Purchase Order

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

More...

e Enter the Packing Slip number from package and it must be a unique number. If packing slip is
not available, enter MMDDYYHHMM. Example: a package is received on 07/29/05 at 3:08pm.
The packing slip number would be 0729050308. (Required Field)

Takb

1to Bill of Lading and enter this information if known. This is an optional field.

Cirl Fage
e Next Block (click ﬁ or press 4] + [ Downl) to move to the Purchase Order block.
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FPARCVD Receiving Goods Form — Purchase Order Block aACRTO TOF

File Edit Options Block Itern Record Query Tools Help

B E BEEE P BEX R & ®E & & &£ 0@ X

w8 Receiving Goods FRARCWD 7.0 (BANTESTT)

Receiver Document Code|Y0701546 [7

Receiving Header

Receiving Method: E

Carrier: | EH

Date Received: 23-0CT-2006 [ [ Text Exists
Received By: |GMHELMS

Packing Slip

Packing Slip: 1023060124 B [ Text Exists

Bill of Lading:

Purchase QOrder

Purchase Order: |Po7o0221 [7) ® Receive Items ' Adjust Items
Buyer: |Scot‘t Brechtel - {704} 657-2399
vendor: [z00359995 [sequetech Corp

More...

e it i shpmentr ek L7
e Enter PO Number associated with this shipment or click to search for the PO number.

Tahb

to populate the Buyer and Vendor fields.

Note: Receiving should NEVER be completed using the 2PoNS . Receive All Purchase Order ltems

method.

e Click Options  Select Purchase Order ltems [FPCRCYE] |t0 open Receiving Goods PO ltem

Selection - FPCRCVP form. Review items listed to ensure that the correct Purchase Order was

chosen.
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To receive all items on Purchase Order -

File Edit Options Block Item Record Query Tools Help

BYE RAABE 4% FIEIERIEEIR I IR
‘ra Receiving Goods PO Item Selection FPCR( 0 (BANTESTT)
Purchase Order: IW [7 Receive &ll Blanket Order Number: ’—
Receiver Document: lm Packing Slip: W
vendor: [s00359995 [sequetech corp
Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item
\ 1 |asszo |[Biolagy Equipment and supplies [HONE ’? [ 1 liu O
\ \ | \ [ o
\ \ | \ [ o
\ \ | \ [ o
\ \ | \ [ o
\ \ | \ [ o
\ \ | \ [ =
\ \ | \ [ =
\ \ | \ [ o
\ \ | \ [ =
\ \ | \ [ =
\ \ | \ L o
\ \ | \ [ =
\ \ | \ [l =
\ \ | \ [ o
\ \ | \ [ O
\ \ | \ [ O

. =]
o Click the ¥ Receive All 1),y on 4 Save (press ﬂ or click to commit.

. . oK
e The following message will appear. Press .

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

X Yes |
e Click to close form. The following message will appear. Press L% |10

return to the Receiving Goods form.

@ Close this form?
Yes ko
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5 Ctrl E s
e Next Block (click E{ﬂ or press 4] + lLJewnl) to move to the Commodity block.

o Ifall items have been received, verify that the ¥ Final Received . o checied.

5 Cird L aaR
e Next Block (click %? or press 4] + |L02wnly to move to the Completion block and click

@ (Complete).

e The following message will appear in the status line

Receiver Document Y07 01946 has heen completed.

The document number should be written on Purchase Order documentation for future reference.
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To receive selected items on Purchase Order (Partial Shipment)  sacxvoror

e Follow instructions on page 5 — 7 for completing the Receiving Goods block.

e Click Options _ Zelect Purchase Order ltems [FPCRCYP] |t0 open Receiving Goods PO Item
Selection - FPCRCVP form. Review items listed to ensure that the correct Purchase Order was

chosen.

File Edit Options Block [tem Record Query Tools Help

BOE BEEBE &%

’{E Receiving Goods PO Itemn Selection FPCRC 7.0 (BANTEST?)

Purchase Order: ’m CReceive All Blanket Order Number: l—
Receiver Document: |[v0701945 Packing Slip: 1023060311
vendor: [zon000432 [Fisher Scientific Co LLC
Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item
[ 1 [11505 |593295 MAGNESIUM SULFATE,ANHY,500 GRAM howe s | 2 [ @ [
[ 2 [11505 [C607-4 CHLOROFORM,4PPROX SOPPM PENTENE AS PRESERY, [EXISTS  [EA | 1 [« O
[ 3 [49043 [09-730-25 SYRINGE FILTERS,25MM, 22 LUM,WALL-MOUNT ExisTs [Pk | 1 1 O
| | | \ [l o
| | | \ [ ]I o
| | | \ [ m
| | | \ [ ]I o
| | | \ [l =
| | | \ [ m
| | | \ [l =
| | | \ [ I o
| | | \ [l 0
| | | \ [ I o
| | | \ [l o
| | | \ [ m
| | | \ [l o
| | | \ LI o

PU. (=] 1
5 Cirl g
e Next Block (click %] or press 4] + L 0own by,

Add =

e Click the 'em pox beside each item that has been received and press =1 or click "=l to

commit. Note: selected items will disappear from form.

X [
e Click to close form. The following message will appear. Press %% ] to return to the

Receiving Goods form.

® Close this form?

Yes Mo
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] Ctrl Poge
e Next Block (click E{ﬂ or press 4] + lLJewnl) to move to the Commodity block.

o Iftotal quantity of selected item has been received, click the ¥ Final Received . ) oo\

- . i I— . .
unchecked if only part of the items have been receive | ol Received

Quantity To Date Current

Tab . .
e " lio the Received: | 0 | field and enter the number of items that were
. . e Tab .
received for the item (commaodity) in this shipment and - through to the U/M field.
e Click ! to move to the Next Record and repeat process until all items have been received.

Note: if an item is selected by mistake, entry a quantity of 0 under Current Quantity.

File Edit Options Block Itemn Record Query Tools Help

&0 BEAEE % RBEE & & FE ¢4 # @ X

rycommodity FPARCYD 7.0 (BANTESTT)
Receiver Document Code:  |Y0701945 Packing Slip: 1023060311
Purchase Order: PO702010 VYendor: ‘Fishar Scientific Co LLC
Item: 1 Commodity Record Count; 1
Commodity Code Description u/m FOB Code -
11505 \393295 MAGNESIUM SULFATE,ANHY,500 [ Stock Item EA E| [ Final Received

Quantity To Date Current

Received: ] U/M: EI

Rejected: 0 U/M: D

Returned: ] Primary Location:

Accepted: ] Sub Location: EI |
Ordered: E [Item Suspense =

[CTolerance Suspense

[“ITolerance Override

5 Cir| ERgs
e Next Block (click %? or press 4] + |L02=n 1y to move to the Completion block and click

@ (Complete).

e The following message will appear in the status line

Receiver Document YOT01948 has heen completed.

The document number should be written on Purchase Order documentation for future reference.
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FPARCVD Receiving Goods Form - Entering Additional
Receiving for a Purchase Order

-
BACK TO TOP

If partial receiving has already been entered and the remainder of the goods have now been
received, a new Receiver Document must be created.

e Enter NEXT in the Receiver Document Code field to create a new Receiving
Document, following steps on pages 5, 6, 7, and 10.

File Edit Options Block Item Record Query Tools Help

BYE BAEE 9 RE@EK @ & KE & & & @ X

¥aReceiving Goods PO Item Selection FRCRCWP 7.0 (BANTEST?)
Purchase Order: ’m [CIReceive All Blanket Order Number: l—
Receiver Document: W Packing Slip: ’W
vendor: 00000432 [Fisher Scientific Co LLC
Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item
| 1 [11508 593295 MAGNESIUM SULFATE, ANHY,500 GRAM [wome s | 2 [ 1 [
| 2 |us08 [c607-4 CHLOROFORM,APPROM SOPPM PENTENE AS PRESERV. [ExISTS [Ea | 1 [ O
| 3 |49043 [09-730-25 SYRINGE FILTERS,25MM,.22UM, WALL-MOUNT [exists [Pk | 1 1 O
| | | | [ ]I O
| | | | [ o
| | | | [ m
| | | | [ O
| | | | [ O
| | | | [ m
| | | | [ o
| | | | [ ]I O
| | | | [l A Quantity Accepted value is
| | | | [ now displayed representing the
| | | | [ receiving that has already been
| | | | [ entered on the Purchase Order.
| | | | [
| | | | [

Add —
e Click the '®m box beside each item that has been received and press ﬂ or click to

commit. Note: selected items will disappear from form.

X
e Click to close form. The following message will appear. Press \~=% | to return to the

Receiving Goods form.

® Close this form?

Yes Mo
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File Edit QOptions Block Item Record Query Tools Help

(=R BEERER T @K &8 (xE

’%E Cormrmodity FPARCWD 7.0 (BANTESTZ)
Receiver Document Code: [Y0701949 Packing Slip: 1023080351
Purchase Order: PO702010 Vendor: ‘Fisher Seientific Co LLC
Item: l—l Commodity Record Count: |—2
. iity Code Description uUim FOB Code -
Received to Date ]
|593295 MAGHESIUM SULFATE,ANHY,500 [ Stock Item E& E| ¥ Final Received
Quantity To Date Current R
Received: 1 ufmM: Ea EI
Rejected: ] U/fM: EI
Returned: i] Primary Location: El
Accepted: 1 Sub Location: EI
Ordered: e [Item Suspense
[JTolerance Suspense
[ Tolerance Override
Quantity Ordered

¢ Next Block (click %ﬁ] or press

e If total quantity of selected item has been received, click the

unchecked if only part of the items have been receive

Ctrl
+

|:|-:lw|'|

PD.IHB 1
) to move to the Commaodity block.

v Final Received box. Leave

[ Final Received

Quantity To Date Current
Takb H .
. lto the Received: | 0 | field and enter the number of items that were
Tahb
received for the item (commaodity) in this shipment and = through to the U/M field.
e Click ! to move to the Next Record and repeat process until all items have been received.

Note: if an item is selected by mistake, entry a quantity of 0 under Current Quantity.

e Next Block (click ?ﬂ or press

Ctrl
+

Doy

PD.IHB 1

) to move to the Completion block.

e The following message will appear in the status line.

Receiver Document Y07 01949 has been completed.

The document number should be written on Purchase Order documentation for future reference.
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Reversing Recelving BACKTO TOP

If the incorrect number of items are received, open form FPARCVD.

e Create a new receiving document, by typing NEXT into the Receiver Document Code field.
Ctrl T | o
+ [L.0own | to the Packing Slip block.

Ctrl - nge
e Enter the packing slip number and 4] + [l.0own ] to the Purchase Order block. Enter the PO

Tab
number and L—— 1l to populate Buyer and VVendor.

. W oadj i |
e Click Adjust Items then C2Ptians thap, Select Purchase Order ltems [FPCRCYP] |

e Click the ADD ITEM box beside the item that was received by mistake.

Text Quantity Add
Item Commodity Exists UM Quantity Accepted Item
| 1 [11505 593295 MAGNESIUM SULFATE,ANHY,500 GRAM [wowe  Ea | z z e
| 2 [11505 |C607-4 CHLOROFORM,APPROR SOPPM PENTENE AS PRESERY. [EXISTS | |EA | 1 1 O
| 3 49043 [09-730-25 SYRINGE FILTERS,25MM, 22UM, WALL-MOUNT [ExizTs [Pk | 1 1 O
F10 . |EI Cirl QU .
e Pressl— or click to save. + to quit.
Crl e | .
. + |Ld2wnt to Commodity block.
Tab . . . . .
. 1to Adjustment field and enter the number received incorrectly as a negative.

Quantity To Date Adjustment

Received: | z | -1

Cir| regs |
. 4] +|LU2wn t to Completion block and press Complete @

Now when Accounts Payable processes the payment, the received amount will show correctly.
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