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Receive & Disbursement

This manual will walk you through the steps of creating

new purchase order receives and disbursements.

For the receives there are different types of receives.
*There is a complete receive where you receive all
of the material at once.

*A partial receive where you only receive part of an
order.
*And an overage receive where you receive more

than you ordered.

We will also walk through the steps of doing a purchase

order disbursement for a complete receive and one for

an overage receive.
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To get to the Receive document in the new MMS, go to Purchasing on
the Module menu. Then on the Purchasing menu go to purchase receive.
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Above you see a blank receive screen. Click on the New Icon in the upper
right corner.

You will now see the search screen. Enter your PO number and click on
the execute search icon.
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To do a complete receive of all material, you need to fill in the
description, packing slip number, packing slip date. If you are receiving
all items, click the small white check box next to the word LINE in the
blue Line Item section of the screen.
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Above you see a blank receive screen. Click on the New Icon in the upper
right corner.

You will now see the search screen. Enter your PO number and click on
the execute search icon.
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To do a partial receive of material, you need to fill in the description,
packing slip number, packing slip date. Click on the check box beside the
line item you want to receive. If you need to change the quantity of that
line, click on the line item number (not the po line number).
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In this case | have clicked on line item 1. Look on the right hand side of

the screen. See the red box on the delivered field? Make sure that

number is correct for the quantity you want to receive. | am only
receiving a qty of 5 on this receive.
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Now | have changed my gty on line 1. | do not want to receive lines 2, 3
and 4 on this receive. So | will check the boxes beside lines 2, 3 and 4.
Then go up to the dark blue Line Item section and on the right you will
see a red minus. That will delete off the lines you have checked.

You will see Are you sure you want to delete? Click on the green check
mark to delete those lines.
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Are you sure you want to delete?
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Now you can see that | only have 2 lines that | am receiving. | did not
alter the 2" line because | am accepting the full gty of that part. Once
you have your receive the way you need it, change your status to
finalized and save.

Receive and Disbursement




Overage receive

6/22/2009

{2 Puichase Rucerve - Wirnduwrs Inturmel Explores (=]
- Ol URCHASE_RECEVE_VIEW ¥ I Celirals Emor | 4] X p-
. »

W R | O Puchas Recee i - # - [ Page - G Tooh -
FacilityMAX Hello, BRIDGET  Logout About  Help
Moduley  Purchasingy Setupy  Reporise

Purchase Receive view: EE] L
Transaction Edor Staus e

Date Created
. 1| Purchase Qraer
DuscripSian

Contractor Warshousn Racaked By

Dt Rocetnd
Shipment Type

Addriss Code r—r
Blanket Humber Employee

Paciing Shp Date
Conftacl

Ruference Humbur

Line. PO Line Vendor Part Inventory Fart Descnpbion wom Ordered Received Accepted Prior Recemved

I | S'S

@ e T
Above you see a blank receive screen. Click on the New Icon in the
upper right corner.

You will now see the search screen. Enter your PO number and click on
the execute search icon.
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Fill in the packing slip and packing slip date. You can fill in the shipment
type. Click on the line item number. | have clicked on the 2" line item
here.

You can see below that | have put 18 in the delivered quantity when
only 8 had been ordered. Click on the done flag.
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You will see a warning message. You can click on the green check mark
if you are sure you want to receive more than you ordered. You can see
below that line item 2 has 8 ordered and 18 received and accepted.
Change you status to finalized and save your document.
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To get to the Disbursement screen in the new MMS, go to Purchasing on the
Module menu. Then on the Purchasing menu go to Purchase Disbursement.
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Above you will see a blank Disbursement screen. Click on the new icon
in the upper right corner.

Below you will see the disbursement screen options. You will choose
Purchase receive. Then click on the blue arrow in the upper right corner.

{2 Purchase Dibursement - Windves Inbumel Eplure

- Ol URCHASE_DISHURSEMENT_SELECT_TYPE

L Combicsls Emer | ¥4 X

W | O Puchrs Disbusement 3= & - [rPage - ChToohe
FacilityMAX Hello, BRIDGET  Logout About  Halp
Moduley  Purchasingy Setupy  REpOrSy

Flease Select

|;| Purchase Recaive
D Spot Purcnase
|E| Purchase Card

() 2008 AsselWoarks Inc

Dene

& Intemet w00 -

Receive and Disbursement

14



6/22/2009

2 Puichasy Hecive Dismsacions Search - Windows Inteime Explore

- Ol F_LOAD_SEARCH ¥ I Celirals Emor | 4] X p-
WO | O Puchare Recee Trarmsacton: Seaich f - & - [ Poge - ChTgoh - "
FacilityMAX Hello, BRIDGET  Logout About  Halp

Moduley  Purchass Setupy  Heporisy

PO Coda = v [ |&

() 2008 AsselWoarks Inc

Dione & Intemet w00 -

Enter the receive document number in the transaction field. Click on the
execute search icon.

Below you can see that | have two line items that are eligible for
disbursement. If you want to disburse both lines, click on the check box
in the blue section next to the word transaction that will select all.

Click on the done flag.
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As you can see, a new disbursement document is created. You can

now click on the save icon. The receive will automatically close with
out asking you.
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Disbursement
with overage receive
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Above you will see a blank Disbursement screen. Click on the new icon
in the upper right corner.

Below you will see the disbursement screen options. You will choose
Purchase receive. Then click on the blue arrow in the upper right corner.

{2 Purchase Disbursement - Windvms Inbomel Enpure

[ €] - o URCHASE_DISHURS SELECT_TYFE ¥ i ColigalmEror | 1| X i
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Facility MAX Hello, BRIDGET  Logout about  Help
| Mocule e PURChASING » Sétupe  REpOMTS e

Disbursement Typa
Pleass Select

E Purchase Recete

[F] spot Purchiase

|7 | Purchase card
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{2 Purchase Dibursement - Windves Inbumel Eplure
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W | 0¥ Puchare Disbursement
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Transaction

Type

Edor ‘

EctDae
Dasaipsan

Tatadl

$0.00 USD
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| Line Transaction Item Vendor Part Work Ordor Phase Warshouse Bin Cusannity Reverse Quantity Line Total Currency
I | S'S
Dione & Intemet w00 -

Above you will see a blank Disbursement screen. Click on the new icon
in the upper right corner.

Below you will see the disbursement screen options. You will choose
Purchase receive. Then click on the blue arrow in the upper right corner.

{2 Purchase Dibursement - Windves Inbumel Eplure

- Ol URCHASE_DISHURSEMENT_SELECT_TYPE

L Combicsls Emer | ¥4 X

W | O Puchrs Disbusement 3= & - [rPage - ChToohe
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() 2008 AsselWoarks Inc

Dene

& Intemet w00 -

Receive and Disbursement

18



6/22/2009

2 Puichasy Hecive Dismsacions Search - Windows Inteime Explore
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Addrass Code
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Fill in the receive transaction number and click on execute search.

If you want to disburse all lines, click on the check box in the blue
section next to the word transaction that will select all.
Click on the done flag.

(= Ehgible Tansautone - Purchoss Heceive - Windows Intmnsl Exlos
- Ol F_LOAD_TRANSACTIONS ¥ i Corlircale Erer | 44| % p-
WA | () Engble Transactons - Fuachare Recerne 3= & - [rPage - ChToohe
FacilityMAX Hello, BRIDGET  Logout About  Halp
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Eligible Transactions - Purchase Receive
™ Transaction Mem  Purchase Order  Vendor Part Deescription UOM  Cuantity Recelved Imentory Part SubTotal
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| 2 2 151011 o W BELT SEZE £ 1 74
| i 11 4051 A 10044 ) 4
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G- o
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Line tem L
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oz 202015 z Buan £0000 sz | usD
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I 4 2 i BIB04ST FI TR £.0000 5361 usD
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& Intemet
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Dﬁotice that | have 4 lines now in the new document verses the 3 lines we saw
on the eligible transactions. Line Iltems 2 and 3 are the same items. Line 2 is
the amount ordered and line 3 is the overage amount. You must click on line
item 3 to add in the warehouse and bin or work order and phase.

Below | have clicked line 3 and added the warehouse and bin. Click on the
green done flag when you are finished.
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6n
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Tar Reshate $0.0
Fhass uoH 3 3hipping $0.00
Warkup s0.00
Unit Cost
S Disburse Quantty Ling Tetal $41.40
Invoice Ling Reversed Quankty
Invice Ling Seq Invoiced Quankity
{c) 2004 AsslWorks Inc
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{2 Puichase Disbursmmenl - Windvms Inbumel Explurer
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You may now click on the save icon to complete the disbursement.

Receive and Disbursement

21



6/22/2009

Receive and Disbursement

22



6/22/2009

Receive and Disbursement

23



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23

