Purchase Order (PO) Receiving

Entering a Purchase Order Receiver is the process in which Schools/Departments certify that goods have
been received or services have been provided. This certification let’s Accounts Payable know that the
invoice received in Accounting is ok to pay. To enter a receiver for goods received, you must physically
view and inspect the goods carefully examining to verify the correct quantity and condition. Do not rely
on information provided on a packing slip/invoice to enter the quantity in the receiver.

Please follow the below steps for entering a PO Receiver:

1) Navigate to Purchase Order Receiving (2 Ways)
a. Tyler Menu
i. Departmental Functions
1. Purchase Order Receiving

Tyler Menu
Search L0

Search (‘Receiving')
4 Munis

Financials

Human Resources/Payroll

General Revenues

4 Departmental Functions

Account Inquiry
YTD Budget Report
Vendor Inquiry
Purchase Order Inquiry
Purchase Order Reaceiving
Standard PO Reports
Purchase Orders by GL Account
Purchase Order Asset Export
Requisition Entry
Requisition Approvals
Invoice Entry
Invoice Approvals
Account Detail History Report
Next Year Budget Entry N

®

Refresh Menu Close




b. Tyler Menu —Search Option
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TIP: Right click on menu item, and add to favorites any screens that you will frequently use within
MUNIS Dashboard. Dashboard will also maintain a shortlist of recent activity screens for quick access.



2) Enter PO Receiver Information
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a. Click the green “+” sign to create a new PO receiver record.
b. Verify the PO fiscal year (Change if necessary)
¢. Enter PO number
d. Enter Line # for the PO you want to receive
e. NOTE: Once the above lines are populated and you tab to the next field, information will

populate for the remaining Purchase Order (top section) fields on the screen.
Enter the Quantity of items received (Physically Counted)

g. Enter any appropriate Comments and then click the green v mark.

h. FOR FINAL RECEIPT ONLY, click “CLOSE PO” to close out the Purchase Order.
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Frequently Asked Questions
1) Has an invoice been paid for this Purchase order?
a. By utilizing the PO Inquiry screen, you can perform a search on invoices processed/paid
on the PO in question (see below):
b. Navigate to Purchase Order Inquiry
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¢. Perform a Search by Purchase Order Number
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d. Enter PO Number and click the green v" mark.
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e. Click on the Invoices folder
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f.  Within folder you will be able to review all invoices processed, status, check number,
and check date (see below):
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2018020684 638360 2019 0872972018 1225.50 122550 Pald 133011 08/30/2018
2018022041 646459 2019 09/26/2018 1225 50 122550 Paid 133467 (09/27/2018
2018022402 648715 2019 1070372018 928 80 928 80 Paid 133621 10/04/2018
2018023523 654530 2019 10242018 2193 00 2193.00 Paid 133950 1072572018
2018023781 655622 2019 10/26/2018 12900 12900 Paid 134119 10/30/2018

2018025346 661317 2019 1172172018 9567 00 219300 Pad 134566 1112772018



