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FI$Cal Business Process
PO3 – Receive Goods and Services






[bookmark: _Toc347930418][bookmark: _Toc400355646][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview

[bookmark: _Toc388961761][bookmark: _Toc388961857][bookmark: _Toc388961926][bookmark: _Toc388961941][bookmark: _Toc388961956][bookmark: _Toc388962027][bookmark: _Toc388962125][bookmark: _Toc388963568][bookmark: _Toc388963879][bookmark: _Toc388963990][bookmark: _Toc388964069][bookmark: _Toc388964146][bookmark: _Toc390768582][bookmark: _Toc390769549][bookmark: _Toc390931630][bookmark: _Toc391275691][bookmark: _Toc394932808][bookmark: _Toc394932840][bookmark: _Toc394932947][bookmark: _Toc394945138][bookmark: _Toc395270322][bookmark: _Toc395273575][bookmark: _Toc400354890][bookmark: _Toc400355647][bookmark: _Toc347930420]The PO3 (Receive Goods and Services) process is part of the Requisition to Check end-to-end business process.

The Receive Goods and/or Services business processes are when the State receives goods and/or services from vendors.  Verification of vendor-shipped goods/services, along with the date received, is needed to confirm what was ordered was actually received.  The date of receipt of goods/services along with the invoice receipt date drives the payment date to the vendor.  Delivery of requested products or services marks a transition in the Purchase-to-Pay process from a purchasing activity to a payables activity.  Purchases are typically received before releasing payment to the supplier.  The receiver must determine if the goods or services received are acceptable and conform to the terms and conditions of the purchase order (PO).  The entire receiving process consists of the following: 
· Receiving – The act of taking possession of products in order to stage them for inspection, place them into inventory, or deploy them for immediate use. 
· Inspecting – The act of examining products that have been delivered to determine conformance to the purchase specifications. 
· Acceptance – Acknowledging that the products and/or services conform to the requirements of the PO so that the supplier may be paid.  Shipments are considered “accepted” if the customer does not notify the supplier or Purchasing Agent of quality or delivery issues in a timely manner. 

The purpose of Return to Vendor (RTV) process is to create RTV documents for the items received which are defective, over shipments, items shipped in error; or items that are no longer required and need to be returned to vendor either for exchange, replacement, or for credit.
[bookmark: _Toc400355648]FI$Cal System and Organizational Roles
	
SYSTEM ROLE
	
SCO DIVISION

	
	

	Department Receiving Processor 
	All Divisions

	Department Receiving Inspector 
	All Divisions

	Department Return to Vendor (RTV) Processor  
	All Divisions


[bookmark: _Toc400355649]Create Receipt Business Process Steps Description
[bookmark: _Toc347930421]The Create Receipt process encompasses the receipt of the goods or services as a result of a completed Purchase Order (PO). Receipts are required for all PO’s. 
[bookmark: _Toc388961944]Department Receives Goods/Services from Vendor: Once the Department receives goods from the vendor, the Department Receiving Processor may begin the process for creating a receipt. 

Create Receipt: The Department Receiving Processor will enter all the receipt details (e.g. quantity received) directly into FI$Cal.

Select Appropriate Purchase Order: When creating a receipt, the Department Receiving Processor will select the appropriate PO for those shipped goods or services that were received.  All PO data necessary for receiving will be copied over to the receipt, except for the quantity (for blind receiving).

Enter Quantity Received: After the PO is selected, the Department Receiving Processor enters the quantity of goods received regardless of what is indicated on the packing slip.   

Add Attachments/Enter Comments, if any: If there are any comments for the items received, the Department Receiving Processor must use the Comments Page to enter comments, which can be seen by the Department Receiving Inspector. The packing slip may also be scanned and attached at this step. 

Save Receipt: Once all necessary information has been entered, the Department Receiving Processor will save the receipt.

Inspection Required?: Inspection is performed only when system inspection/acceptance is required prior to authorizing payment. The Department Receiving Processor determines if the goods and services need to be inspected by the Department Receiving Inspector. 
a) If No: The Department Receiving Processor determines if a Return to Vendor (RTV) needs to be completed
b) If Yes: Receipt is routed to Department Receiving Inspector

RTV Needed?:  If there are any damaged goods received, the Department Receiving Inspector can reject those goods and enter the quantity rejected to track the quantity rejected.
c) If No: Execute AP2 Enter and Process Vouchers 
d) If Yes: The Department Return to Vendor Processor will execute the Create Return to Vendor sub-process
Enter asset information:  Once the quantity received and comments are entered for goods received and  tracked as an asset for FI$Cal, the Department Receiving Inspector can enter the asset information for received goods, including serial number, asset ID, and tag information.

Inspect the stock received: Once the receipt is created in FI$Cal, the Department Receiving Inspector will inspect the shipment based on the acceptance test/inspection instructions received from the Department Buyer.  If there are no inspection instructions, the Department Receiving Inspector will follow standard inspection procedures to inspect the shipment. 

View or Enter Delivery Details, if any: If there are delivery details for the shipment, the Department Receiving Inspector can enter these as tracking details.

RTV Needed:  If there are any damaged goods received, the Department Receiving Inspector can reject those goods and enter the quantity rejected.
e) If No: The receipt can be saved
f) If Yes: The Department Return to Vendor Processor will execute the Create Return to Vendor process

Save Receipt: The Department Receiving Inspector will save the receipt.

Receipt ID assigned:  Once the receipt has been saved, FI$Cal will assign a receipt ID. FI$Cal will also check the quantity received against the PO quantity to classify fully or partially received as the PO status.  

AP2 – Enter and Process Vouchers: Once a receipt has been created, the AP-2 Enter and Process Vouchers sub-process may be executed to initiate payment.  

[bookmark: _Toc400355650] Create Return to Vendor (RTV) Business Process Steps Description
The Create Return to Vendor process encompasses the return of goods and/or services to the vendor if there is any issue with the shipment.

1. Create RTV: If there are items to be returned to the vendor after inspection, the Department Return to Vendor Processor will create an RTV.

1. Select Receipt: If goods are being returned to the vendor, the Department Return to Vendor Processor selects the shipment receipt that was received from the vendor.

1. Enter attachments/add comments, if necessary: If there are any comments or attachments that need to be added to the RTV transaction, the Department Return to Vendor Processor will use the RTV Comments Page to add comments or attachments.  If comments or attachments need to be sent to the vendor as part of the RTV document, the Department Return to Vendor Processor will select the “Send to Vendor” check box so the vendor will see the comments on the RTV document.

1. Select action for Return Line: Once the receipt is selected for creating an RTV, the Department Return to Vendor Processor will select the appropriate “return action” for goods to be returned to the vendor.  A return action can be a Credit, Replace, or Exchange.

1. Enter reason for returning goods/services: The Department Return to Vendor Processor will select a reason for the return of goods, such as damaged or incorrect item, and select the correct reason code for tracking and reporting purposes

1. Enter Quantity to be returned:  The Department Return to Vendor Processor will enter quantity to be returned.

1. Enter shipping details about how goods are returned: The Department Return to Vendor Processor may enter shipping details as applicable.

1. Save RTV component: Once all required details are entered on the RTV page, the Department Return to Vendor Processor can save the RTV page. A unique RTV ID will be generated.

1. Dispatch RTV to Vendor: After the RTV is created the user will dispatch the RTV document to the vendor.  The RTV document can be dispatched to the vendor via e-mail, phone, or print.



[bookmark: _Toc400355651]Interfaces and Reports
	Name
	Purpose
	Interface
	Report

	Inquiring on a Receipt
	After creating a receipt, a receiver can search for the receipt using a variety of search methods. Once the desired Receipt is located, the receiver can open the Receipt and review the details.

	
	

	Running the Receipt summary report
	The receipt summary report enables you to view different information about receipts in your business unit.

	
	


[bookmark: _Toc400355652]Interdependent Business Processes and/or Work Activities
Interdependency exists among the following (business process/business processes/activities within the following business process:  
Pre-requisite business processes:
· ePro3 – Create and Approve Requisitions (May be Prerequisite)
· PO2 – Manage Purchase Orders (Prerequisite)
Succeeding business processes:
· AP1 – Enter and Maintain Vendors
· AP2 – Enter and Process Vouchers
· AP4 – Matching
· AP3 – Process Payments
[bookmark: _Toc347930438][bookmark: _Toc400355653]Governing Statute, Regulation and Policy
	Governing Authority
	Identifier
	Description

	State Contract Manual (SCM)

	SCM Vol. 2
10.1.7

	Department’s policies and procedures will provide a means for buyers and receiving staff to follow up on purchases of goods ordered and not yet received.

	State Contract Manual (SCM)
	SCM Vol. 2
10.6.1 and 10.6.2

	Supplier Performance Report (SPR) and filing/access of SPR.

	State Administrative Manual (SAM)

	Section 8422.20

	Stock Received Report STD 106 and Stock Returned Report STD 108.
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[bookmark: _Toc400355654]Appendix – Associated W1 PO3 Process Flows
Requisition to Check Flows
[bookmark: _Toc390244773][bookmark: _Toc400355655]Appendix –FI$CAL Terms and Definitions
Fiscal Terms and Definitions
[bookmark: _Toc389315202][bookmark: _Toc390088023][bookmark: _Toc400355656]Appendix – Associated FI$Cal Job Aids
Supplemental Job Aids and Training Tips
[bookmark: _Toc400355657]Appendix –Associated UPKs
PO110 – Managing Receiving UPK 
	
	


PO115 – Managing Return to Vendor (RTV) UPK 
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