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End of Year Receiving Procedures

Steps to Modify Receipt Date

1. Open a Browser and navigate to PeopleSoft Financials.
https://finserv.uno.edu/psp/finprd/?cmd=login&languageCd=ENG Sign in using your PeopleSoft
Financials Users ID and Password. Note: Same as your LAN Account.

. ] [ Purchasing
2. Navigate to the Purchasing Menu Item. I

e Purchasing>Receipts>Add/Update Receipts> Add a New Value

To ensure proper recording of receipts for year-end all goods and services physically received on or
before June 30" must have receipts entered and dated June 30 or before. When receiving during July
1- July 16 you will need to modify the receipt header date to reflect June 30™.

To modify the receipt date:

1. Select Header Details from the Maintain Receipts page.

Maintain Receipts
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End of Year Receiving Procedures

2. Use the calendar picker to select June 30, 2009 and select ok.
- e
Header Details

Business Unit: UNOLF *Receipt Date: pe/30/2009 [ eceipt Time: |4:07FM
Receipt ID; MEXT User ID EZ2126196

Receive Source; on-line Receipt Status:; Open

Vendor: Name: SCHMEIDER PAPER PRODUCTS INC
Location: *Ship To:

Last Change Date Last User to Modify

=~ Shipping Information

Carrier ID; Q

Container ID:
.

UE“|C|E|D: Nbr{:artons:
Driver ID: Pallets In:
Bill of Lading: Pallets Qut:
Pack Slip: Port Of Unloading: Q
Shipment Number: Ship From Country: |USA &
Pro Number:; Ship From Location; Q
= Match Options
Invoice: Allow ERS
Invoice Dt Op: Match Status: To Match
Freight Terms: Match Rule: IFWAY Q
Receipt Hold 7~ Receipt Processing Options

[ Hold F Process Manufacturing

[ Hold .
[ Hold A=

Process Inventory

e Process Assets

Ok Cancel | Refresh |

. Click the yellow button labeled Save = 2|
. Continue receiving items. (See Receiving Training pdf)
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