ENTRY POINT:
FRONTLINE PROCEDURES Receive

Pasadena ISD

REVISED DATE: 01/11/2023

SUBJECT: Receiving Workaround

Entry Point: Receive

Enter Purchase Order Number

Click “Search”

Receiving Search
Receiving Search | Purchase Order Receiving  Asset

Search Criteria

Purchase Order Number: 23000324 vendor: E
Description: Part Mumber: E

Min Date: m

Highlight the line needing to be received on

Click “View”

Receiving Search

Receiving Search | Purchase Order Receiving  Asset

Search Criteria

Purchase Order Number: p300a328 Vendor: =]
Description: Part Number: [=z]

Min Date: (o]

= pPurchase Orders

Highlight the line

Purchase  ~ Vendor ~ Requestor ~ Stock Long Description “ POLine ~ Unitof ~ Ordered ~ Received ~ Expected ~ Canceled
Order Name Number Num Measure Quantity Quantity Quantity  Quantity
Number |

23000328 AODOCS Mcbride, Kourtnie Kaye AWESOME TABLE SUBSCRIFTION RENEWAL - UP TO 100,000 PAGE VIEWS 09/01/2022 - 08/31/2023 | 75169 EA 1.0 1.0 0.0 0.0

=




FRONTLINE PROCEDURES

Pasadena ISD

ENTRY POINT:
Receive

REVISED DATE: 01/11/2023

SUBJECT: Receiving Workaround

Click the “Review” tab

Click “Receiving”

Click “Add”

Requisition Receiving

Number:
Received Date; * | 01-10-2023
Quantities - Unit of Measure: EA

Received

Rejected
Cancelled

Free Quantity Received

Reasons

Attachments

1) rime

* | 2:48 M
1d Total Received
0.0 Total Rejected
0.0 Total Cancelled
0.0 Total Free Quantity Received

Fiscal Year: 2023 Cart Name: Traditional AWESOME TABLE 2022 - 2023 09-01-2022 Currently Req. Qty: 1.0 PO Num: 23000328
@ @ € (@ camnot maintain this requisition(other than Assets Info) because it has been released and you are not  buyer for the requisition
Indicators
Attachments EA
a
Total Expected: 0.0
= Requisition Receiving Records 1 Record v
Action History Ordered Stock Number “ Received Stock Number ~ Unit of Measure “ Received ~ Free Received ~ Cancelled ~ Cancelled Reason ~ Created Time “ Receiver Name ~ Packing Slip ID ~ Vendor Inveice Number
Enter the Received Date — this is a mandatory field
Enter the Time — this is a mandatory field
Enter the receiver in the Received field
H " ”
Click “Save
Maintain Receiving
Fiscal Year: 2023 Cart Name: Traditional AWESOME TABLE 2022 - 2023 09-01-2022 Vendor: AODOCS (AODOCS) Currently Reg. Qty: 1.0 PO Num: 23000328
Requisition Stage: PO Requisition Status: Sent Phone : 415-891-1178
Received Stock
Packing Slip ID: Vender Invoice Number:




