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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Receiving Purchase Orders

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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CAPPS Central Desk Aid

Receiving Purchase Orders

Navigation
Dashboard: Purchasing; Tile: Receiving

To add a new/received purchase order (PO):
1. Navigate to the Add/Update Receipts page.

2. Select Add a New Value under the Receiving section.

Receiving
Find an Existing Value Add a New Value
Business Unit 0 Q
Receipt Number: NEXT
PO Receipt v

3. Enter the PO number to receive against in either the ID or TX SMARTRBUY PO ID field.
Users can access the search function in either field.

‘ Note: Verify that the SHIP TO field is blank if the agency has multiple SHIP TO values.

Select Purchase Order

Search Criteria

PO Uni;E"{ Days +/- Today 90
| D QA 1> SmartBuy PO ID Q| start Date 04/03/2024 )
Line Schedule End Date 09/30/2024 i
Release Supplier Name Q Supplier Lookup
Item 1D Q Supplier Item ID Q
| Ship To Q Manufacturer ID
Ship Via ‘T'\ Manufacturer's Item ID
Retrieve Open PO Schedules UPN ID Q
Receipt Qty Options
)No Order Qty O Ordered Qty ®po Remaining Qty

. OK Cancel Refresh

4. Select Search.
The total number of lines for the PO displays.
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CAPPS Central Desk Aid

Locate the PO line(s) to receive.

The number of total lines available on the PO versus how many are displayed in the upper right area of

the Retrieved Rows section.

Note: View specific lines by selecting the desired checkbox(es) in the SEL column.
View all lines on a single page by selecting Select All below the SEL column.

Search Receipt Qty Options
No Order Qty ® Ordered Qty PO Remaining Qty
Retrieved Rows Personalize | Find -‘-»’7 i |Fus: £ 150110 * Last
Selected Rows | Shipping Related | More Details | [F59)
Sel POUnit POID Line Sched Release Due Date PO Qey Rez::; tem Description
00 17-0006 1 1 037112016 1.0000 P-Card Walter 10/03 $80.00
00 17-0006 2 03/112016 1.0000 P-Card Walter 10/03 $119.40
00 17-0006 3 1 03/112016 1.0000 P-Card Waltar 10/03 $154 .95
00 17-0006 - 1 03/112016 1.0000 P-Card Walter 10/03 $§92 97
00 17-0006 5 031112016 1.0000 P-Card Walter 10/03 $289.72
¥ selectAl Clear All

Select individual lines by selecting the checkbox on the left of each individual PO unit.
Select all the lines by choosing Select All under all the PO units.

Retrieved Rows Parsonalize | Find | View 5 | &2 First & 1-100110
Selected Rows Shipping Related More Details
sel | POUnt POID Line Sched Release Due Date PO Gty th"g; Mem Description
v 17-0006 1 031172016 1.0000 P-Card Walter 10/03 $80.00
v 17-0006 2 037112016 1.0000 P-Card Walter 1003 $119.40
17-0006 3 03/112016 1.0000 P-Card Walter 1003 $154 95
17-0006 4 1 03112016 1.0000 P-Card Walter 10003 §92 97
17-0006 5 031112016 1.0000 P-Card Walter 1003 $289.72
v ' 17-0006 6 1 03112016 1.0000 Widget - Amount Only Line
17-0006 7 031112016 1.0000 P-Card Waher 1003 $34500
17-0006 8 03/112016 1.0000 P-Card Walter 1003 $36500
17-0006 9 03/112016 1.0000 P-Card Waler 1003 $360.00
17-0006 10 1 03/112016 1.0000 P-Card Walter 1003 $86.59
v | Select Al | Clear All

Last

Select OK.
The Receiving page displays.

Select the Header Details hyperlink under the RECEIPT ID field to verify the details

Maintain Receipts

Receiving

Business Unit Receipt Status Open

Receipt ID NEXT Header Comments/Attachments

Header Details

Activities

Adjust the RECEIPT DATE (if necessary) by entering the actual day the goods were received or services

were performed.

Header Details

Felp

Business Unit

Receipt ID NEXT

Receive Source On-line

Receipt Time 121PM

User 1D 000

Receipt Status Open
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10. Select OK.

11. Change the RECEIPT QUANTITY or RECEIPT PRICE (if necessary) in order to match the actual

quantity/amount

received or the invoice.

Receipt Lines
Receipt Lines | More

Line Item
2 B
T

(il Save | /] Notity

Detalls Links and Status ftem / Mfg Data
Description
P-Card Walter 10/03 $80.00
P-Card Walter 1003 $119.40
Widget - Amount Only Line
Run Close Short

#> Refrash

Perso
Optional Input || Source Information | [FF)
Receipt Qty U‘t;;v Receipt Price Accept Qty Status
1.0000 [{}J EA Q@ 80.00000 1.0000 Open
1.0000 | @ EA /@  119.40000  1.0000 Open
1.0000 [ 1.0000 Open

Interface Asset informatio

‘ Important: Do n

ot over-receive.

12. Select Save.

13. Select OK to acknowledge the confirmation message.

Message

oK |

Receipt, 0000003574, is saved and Job, RECV_00, has been scheduled for process (Process Instance = 1376750). (10300.253

This means the receip! is being updated by the receipt integration process. Any additional processing for this receipt will require reopening the receipt in Update / Display mode

The Receipt ID is now created.

On the Maintain Receipts page, the RECEIPT STATUS shows Fully Received (depicting the quantity or amount
to receive for this one receipt), even if only a partial quantity or amount is received on the PO.

Maintain Receipts
Receiving

Business Unit

)0

| ReceiptiD

Receipt Status |Fully Received

0000003574 ] Add Header Comments

200

Activities

X

Note: After immediately saving the receipt, the RECEIPT DATE field is grayed out on the Header Details
page. If the RECEIPT DATE needs to be changed, refresh the Receipt page (or repeat steps 4-13).

Receiving Purchase Orders

Dec.9, 2024

Page | 3




CAPPS Central Desk Aid

Revision History

Date Description of Change Changed By

Dec. 9, 2024 Initial release. J. Goodman
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