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Check List \\ /7

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 The FPARCVD Form \V/j

1. Open the Banner INB gateway web page with the browser:
e Inthe Address field of thebrowser, 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 method:
a. Type FPARCVD in the Go field.

Enter

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

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

Note: When clicking in front of a menu name, the menu opens. Click E]' to close a menu.
a. SCT Banner
b. Financial [*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

FPARDEL and then press

Enter

Menu Navigation method,
Open menus and double-

click Requisition

Revised 07/29/05

cel

File

Gao:

@Generalmenu GUAGHMMNLU 6.2.0.1 (USERTEST)

Help Window

I N

FoJof+T=x

J Wy Banner Student Financial

General

Business Process

LY

Request Processing [*FINREQST)
Purchase Order Processing [*FINPO]
Bid Processing [FINBIDD]
—-Receiving Processing [*FINRECY]

Receiving Goods [FRARCYD]

—Receiving Goods Query [FRIRCYD]
—Purchase Orders by endor [FRIOPOW]

[~ Open Purchase Orders by Buyer [FRIOPOEB]
~Open Purchase Orders by FOARAL [FRIOROF]
[~ Receiving/Matching Status Guery [FAIREC]
[ Receiving/Matching Detail Query [FPIREC]
—Delivery Log [FPADELY]

—Returned Goods [FRARTRN]

—Returned Goods Yalidation List [FPIRTRN]
—Receiver/Packing Slips Validation [FPIPKSL]
—Receipt Required Indicator [FPARRIM]

Press ENTER to start selection or expandicollapse menu.
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FPARCVD Receiving Goods Form — Receiving Header Block \\ 7>

File Edit Block lter Record Query Help Window poweredby((;’)
P HE EEE =EEEE E = A e B EE e
Vi Receiving Goods FPARCYD 6.1.0.1 (USERTEST) =]

Receiver Document Code: I _I

Receiving Header

Receiving Method:

Carrier: _l

Date Received Text Exists: [

Received By:

Packing Slip

Packing Slip: J Text Exists: [
Bill of Lading:

Purchase Order

Purchase Order: _I % Receive ltems © Adjust lterns

Buyer:
Yendor: I

Enter a Receiver Document Code or ™NEXT'

1. Type NEXT in Receiving Document Code field.

Ctrl Fage
2. Click [E (Next Block) or press +IL0ewn ] to move to the Receiving Header

block. Date Received and Received By will automatically populate. (Required Fields).
The Date Received can be changed to something other than the current date.

i

3. Enter the Receiving Method or press to display a list of valid Carrier/Freight

Enter
options. Click on the correct code and press enter ———\. (This is not a required

field and can be left blank, per Purchasing).

4. 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, per Purchasing).

Ctrl Pags |
5. Click |% (Next Block) or press 4]+ ownl to move to the Packing
Slip block.
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FPARCVD Receiving Goods Form — Packing Slip Block {\ /7

File Edit Options Block ltem Record Query Tools Help Window powemdby((%
BIFL ElE EEE = i ] RS - e [ ? X
Y Receiving Goods FPARCYD 6.1.0.1 (USERTEST) =i

Receiver Docurnent Code: IYUSUUUH |

Receiving Method:
Cartier:
Date Received:

Received By:

Receiving Header

UPSG  UPS Ground

N
16-MAY-2005 Text Exists: [

GMHELME

Packing Slip:
Bill of Lading

Packing Slip

[ 00N

Text Exists: [

Purchase Order:

Buyer:
“endor:

Purchase Order

& Receive ltems © Adjust lterns

-
|

Enterthe Carrier Code; LIST is available.

not available, enter

Enter the Packing Slip number from package and it must be a unique number. If packing slip is

MMDDYYHHMM. Example: a package is received on 07/29/05 at 3:08pm.

The packing slip number would be 0729050308. (Required Field)

Takb

Revised 07/29/05

Click @ (Next Block) or press

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

FlD.gE ]
Dowrnid to move to the Purchase Order block.

Ctrl

+
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FPARCVD Receiving Goods Form — Purchase Order Block {\ /7

File Edit Options Block [term Becord Query Tools Help Window powered by
| B EEE FEBE Ll JEEEN W= X
@ Receiving Goods FPARCYD 6.1.01 (USERTEST) =

Receiver Document Code: IYUSUUUH |

Receiving Header
Receiving Method:  |UPSG UPS Ground
Carrier: ﬂ
Date Received: 16-MAY-2005 Text Exists: ¥
Received By: CMEEEND

Packing Slip
Packing Slip: JERTE4 ﬂ Text Exists: [
Bill of Lading:
Purchase Order

Purchase Order: ﬂ *  Receive ltems © Adjust ltems
Buyer:
Yendar: I

FRM-40350: Query caused no records to be retrieved.

9. Enter PO Number associated with this shipment or click —I to search for the

PO number.
10. When the PO Number is entered, the Buyer and Vendor will automatically

populate.
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File Edit Options Block Item Becord Query [oo/s Help Window poweredby(_%
BRIy i EEE H K
@Receiving Goods FPARCYD 6.1.0.1 (USERTEST) =l

Receiver Document Code IYUSDUUH _I

Receiving Header

Receiving Method:  |UFSG UPS Ground

Q
Carrier: m

Date Recepved: 18-MAY-2005 Text Exists: 7
Received By: EWLIEEWE

Packing Slip
Packing Slip: JERTES ﬂ Text Exists: [
Bill of Lading:

Furchase Order

Purchase Order: PO500011 g * Receive ltems © Adjust tems

Buyer: Randy Duncan

“endor: 000350410 |DeHCompuIerMarketmg

Checkto receive or adjust items for this purchase order

Note: Receiving should NEVER be completed using the 2P1°"¢

Eeceive All Purchase Order tems method.

11. 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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Z.
N

File Edit Cptions Block ltem Record Query Tools Help Window powered by
BELY EHE EEE =] SIS i ) S e [ 7 X
@Receiving Goods PO ltem Selection FRCRCYP 5.0 (USERTEST) =
Purchase Order # FOS0001T  Receive All: C Blanket Order # I
Receiver Document # 70500011 Packing Slip: JERTE4
“andor 800350410 |Dell Computer Marketing
PO Commadity Text CQluantity Add
ltem Code Description Exists  um Quantity Accepted ltem
1 Red Oak Bunl |MORME EA 1 ] O =
|
|
|
|
|
|
|
|
|
|
" [

Check to include all items without text. Press COMMIT to copy;

Once the items are verified, to receive all items on Purchase Order \\.7"

: [y
12. Click the Receive All ™ box and press ﬂ or click ﬁ'ﬂ to commit.
13. The following message will appear. Press |_2¥
: Farms x|
. Q FRM-40400: Transaction complete: 1 records applied
and sawed.
0K
14. Click = to close form. The following message will appear. Press = lto
return to the Receiving Goods form.
Forms x|
: 0 Clase this farm?
I res R[]
_ @ Car| ] Pags | _
15. Click [ (Next Block) or press J + IL22=nd to move to the Commodity block.
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Final
Receiwed?

16. If all items have been received, verify that d box is checked.

Ll o | [ _ _
17. Click [ (Next Block) or press + IL22=n k to move to the Completion block and click

""‘ (Complete).

5 completion FRPARCYD 6.1.0.1 (USERTEST) ol x|

Complete: ﬂ In Process: E

IReceiver Document 0500011 has been completed.

18. The following message will appear in the status line
The document number should be written on Purchase Order documentation for future reference.

\V/j

To receive selected items on Purchase Order (Partial Shipment)

19. 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 Optons Block fem Record Query Tools Help Window powered by
N E
BRI BE EFEE EEEE = 2 A e B EE e
@9 Receiving Gonds PO term Selection FPCRCYP 5.0 (USERTEST) =]
Purchase Order # I s PN | ] Blanket Order#l
Receiver Document # 0500005 Packing Slip: KUHA45878
“endar 000350267 |Didaxinc
PO Cornmodity Text Quantity Add
lterm Code Description Exists  Um Quantity Accepted ltern
1 |71588 Caollege Level |MOME E& 2 2 O =
2 |71488 College Level |MORE EA 1 1 [}
-
ot
=
-
ot
=
-
ot
=
B

Checkto include all tems without text. Press COMMIT to copy;
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Car| Fags
20. Click @J (Next Block) or press 4] + IL22=n § to move to the bottom block.

Add ;
\ =)
21. Click the t®m box beside each item that has been received and press ﬂ or click ﬁ'ﬂ to

commit.

22. Click _I to close form. The following message will appear. Press 5 lto

return to the Receiving Goods form.
_Forms x|

: Q Close this form?

R[]

Yes
Car|  Ags
29. Click |@;| (Next Block) or press 4] + ILl2wnl to move to the Commodity block.

Final
Received?
30. Verify that ™ box is NOT checked.
Cluantity
Takb g . . . .
31. "Il to the Received: _CUMeNt _gie1q and enter the number of items that were received for the
. . . . . Tah i
item (commodity) in this shipment and through to the U/M field .
File Edit Options Block ltem Record GQuery Tools Help Window powered by
QL EHEl EEE = s B B ik B
@ Ccommodity FPARCYD 61.01 (USERTEST) = J— ]
Receiver Document Code:  [Y0500005 Packing Slip:  |RUH456TS
Purchasa Ordar: FOs00003 Wendor: Didax Ine
ftem: 2 Commodity Record Count: 1 =
Stock Final
Code Cormmodity Description lten? Um FOB Received?
R [College Level Texthooks (Incl Teacher Editi 7 IEA |_ r
Cluantity To Date Current o
Received: 1 J LIt ||
Rejected: a Uha:
Returned: d Prirnary Location
Accepted 1 Sub Locatian: E =
Ordered: ! ltem Suspense: L
Tolerance Suspense: L]
Talerance Override: C

FRM-40100: At first record.
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l

32. If there are additional items (commodities) to be received, click =i to move to the Next

Record and repeat step 31. If finished, proceed to step 33.

‘~. Lt Foge
33. Click |@ (Next Block) or press 4] + |Ld2wnl to move to the Completion block.

@ completion FRARGYD B.1.0.1 (USERTEST) ol x|

Complete: E In Process: J

34. The following message will appear in the status line |RE‘:EW‘Er BEEUGE I IS e s CriplEEe, |

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~Z

If Receiving for a partial shipment has already been entered and the remainder of the goods have

been received, a new Receiver Document must be created.

1. Enter NEXT in the Receiver Document Code field to create a new Receiving

Document.
2. Follow steps 2-17 above.

File Edit

SR EE EEE

Block |term Record Query Help ‘Window

FIEBE & B 5 e

@Receiving Goods PO tem Selection FPCRCYP 5.0 {JSERTEST)

FOS0000T  Raceive Al I

70500014 Packing Slip:

Purchase Order #
Receiver Document #

Blanket Order #
0518200584

powered by @:_‘)h

EE X

=

™~

What’s different now is that a
Quantity Accepted value is
displayed which represents the
receiving that has already been
entered on the Purchase Order.

“endar 300350265 |Matthews Water Sports Inc

PO Cormmaodity Text Add

ltern Code Description Exists Ui Cuantity Accepted ltem

| 1 [clean g Evalt [none e | % | 5 o 8
| | | g | ‘\
| | | | [ | r

| | | | [ | r

| | | | [ | r

| | | | [ | r

| | | | [ | r

| | | | [ | r

| | | | R | I~

3. Follow steps 25-29.
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INCCHARIOTTE 2005

Received to Date |

File Edit Options Block Item Record Query Help Window powered by @'_'Dh
SO S EE el A e D S e o |2 X
i Commadity FPARCYD 6.1.0.1 (USERTEST) =1 =
Receiver Docurment Code:  |70500014 Packing Slip: |051820054
Purchase Crder: POS00001 Yendor |Maﬂhews Wiater Sports Inc
[tam: 1 Commodity Record Count: 1 Il
Stock Final
Code Cormmodity Description ltem? Uitd  FOB Received?

|Clean & Eval ofthe Units Main forthe USD ™ [ EA =3

Ordered

\ To Date

Cluantity Current

Received: 21 LIAh: ’?
Rejected: LIAh: l—
Returned: Primary Location: l—
Accepted: Sub Location: J
Ordered: 26

o]l = m

i

L]

ltem Suspense: r
/—/' Tolerance Suspense: r
Tolerance Override: r
Final

Received?

If all items have been received, verify that G box is checked.

Cluantity
Tab " _ . .
" llto the Received: _Curent g4 and enter the number of items that were received for the

. N Tab .

item (commodity) in this shipment and - through to the U/M field .

If there are additional items (commodities) to be received, click ! to move to the Next

Record and repeat step 31. If finished, proceed to step 33.

e Cirl F'uge
Click |% (Next Block) or press 4] + |L02wnt to move to the Completion block.

5 completion FRPARCYD 6.1.0.1 (USERTEST) ol x|

Complete: E In Process: J

The following message will appear in the status line.

Receiver Document ¥0500014 has been completed.

The document number should be written on Purchase Order documentation for future reference.
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Reversing Receiving Y2

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

1. Create a new receiving document, by typing NEXT into the Receiver Document Code field.
Cir | o
+[L0ewnl to the Packing Slip block.

Ctrl Eage
2. Enter the packing slip number and 4] + |L0ewn to the Purchase Order block. Enter the

Tab

PO number and 1 to populate Buyer and Vendor.

3. Click i+ Adjust tems then Qptions then! Select Purchase Order ltems [FPCRCWP]

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

PO Cammodity Teut Cluantity Add
ltern Code Description Exists  um Cuantity Accepted ltern
| 1| Spectrum 1 -3 [NONE  [EA | 3| 3
| 2 | |Spectrum 1 -1 [MONE  |EA | 4| 4 v
| 3 | Spectrum 1-1 [MONE  [EA | 3| 3
= Ctrl Q :
5. Press ﬂ or click l-"’E' | to save. + I=—lto quit.
Cir Fege | _
6. + |Ld2wnt to Commodity block.
Takb . . . .
7. 1to Adjustment block and enter the number received incorrectly as a negative.

Quantity Ta Date Adjustment
Received: | 4 | -2

Poge
Ctrl g
8. 4] +|L02wn t to Completion block and press Complete E

Now when Accounts Payable processes the payment, the received amount will show correctly.
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Revisions as of 07/29/05 .2~

Page 2 — Check List
Page 6 - # 6 — Packing Slip information

Page 15 — Reversing Receiving
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