Purchasing — Posting/creating receipts
For purchase orders that require posting/creating of receipts.

Purpose:

How to Access:

Helpful Hints:

Post/create a receipt.

Navigate to the corresponding email.

Be sure to keep in mind that...

e Reference the appendices at the end of this document for instructions
on posting/creating a receipt using the notification bell in Stratus and
from “My Receipts” in Stratus

e The ability to include comments and attachments is only available in the
Receiving Module.

Procedure: Complete the following steps to post/create a receipt:

1. Navigate to your inbox and open the corresponding email.

| You don't often get email from stratustest@towson.edu. Learn why this is impontant
Access this task in the Workspace Application or take direct action using the links in this email:

Actions: Receive up to the Invoiced Amount | Did Not Receive | Request More Info

Purchase Order TOW0002754 Requires Receipt Confirmation

Details

Assignee nvegesn3
Assigned Date  7/12/24 9:21 AM
Expiration Date 7/27/24 ©:21 AM

Task Number 1230875

Information
Purchase Order TOWDO002754
Supplier SMACT Works, Inc
Expected Receipt Date  7/17/24
Buyer Oyelaja. Creoluwa

Lines to Receive

Line Dezorigion Ordered Quanlnr:vyolced Received Ordered Amm:::'oiced Received Fecpiires Reoelpt UCM B;
1 93,600 6.000 0 8.000
4 »
Invoices
Invoice Description :;n:;-ce Creation  payment Status Invoice Amount Currency Due Date
ReceftNotiicationT 7124 Not paid 8,000USD 811024

esting
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2. As you scroll down, you can see additional information about the transaction, including the purchase order
number and amount, the supplier, the invoice number, and the amount invoiced.

El (‘_j ’|‘ J{ v Action Required: Purchase Order TOW0000054 Requires Receipt Confirmation - Message (HTML) Eal = o x

File Message  Help Q@ Tell me what you want to do

m m Move to: ? ? Lucy Slaich | % - 57 Mark Unread p JW\' l;) Q
s ~ B [ Y ¥ | :
i O 3888 g TeamEmal Done e - 0y A Ly | 5% g &
r=}

Delete Archive = Reply Reply Forward 1z 5 Mave Read Immersive | Translate = Zoom Reply with Report
e i th € Reply & Delete % Create New L v B+ | Mrolowup~ B v  Aloud Reader » Meeting Poll | Phish
Delete Respond Quick Steps ] Move Tags il Editing Immersive Language Zoom FindTime Report Phish A

Action Required: Purchase Order TOW0000054 Requires Receipt Confirmation
= & A | = Fow
Jeffery Sutton <elbz-test fa.sender@workflow.mail.us2.cloud.oracle.com> PRy | SRepyAl tonsn
To Sutton, Jeffery Thu 6/2/2022 10:41 AM
{.: If there are problems with how this message s displayed, click here 1o view
Click here to download pictures, To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

itin a web browser,

|

Expected Receipt Date 6/7/22 L
Buyer Sutton, Jeffery

Lines to Receive
Quantity Amount
Line Description Requires Receipt UOM Name Price Curr
Ordered Involced Recelved Ordered Invoiced Received
Demo receipt via

1 pir, 10 10 0 10 Us|
Invoices

Invoice Description ::I::t: ios:Greation Payment Status Invoice Amount Currency Due Date

9331102906 6/2/22 Nat paid 10 uUsD Ti2/22

[

K >
® 2o 0om € & v g AP @ 51F Haze ~ )
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3. At the top of the email, the possible actions are listed: Receive up to the Invoiced Amount, Did
Not Receive, and Request More Info.

] You don't often get email from stratustest@towson.edu. Learn why this is important

Access this task in the Workspace Application or take direct action using the links in this email:

Purchase Order TOW0002754 Requires Receipt Confirmation

Details

Assignee nvegesnd
Assigned Date 7/12/24 821 AM
Expiration Date 7/27/24 0:21 AM

Task Number 1220875

Information
Purchase Order TOWO002754
Supplier SMACT Works, Inc
Expected Receipt Date 7/17/24
Buyer Oyelaja. Orecluwa

Lines to Receive

Line Bzceipdian Ordered Quanlﬁr:vymced Received Ordered Jm-mk:;:\:r:oit:e{.‘l Received Fragivex Misosipt LIOMN
: §3.600 8.00K .000
1 1.3
Invoices
Invoice Description E‘:&‘ce Creation  payment Status Invoice Amount Currency Due Date
::_ffg::"“"”'""’? 71124 Net paid 8,000USD 81024

Select Receive up to the Invoiced Amount to complete this task for a single invoice. Selecting Did Not
Receive routes the task to the buyer for action. Selecting Request More Info routes the task to the
requester for a response. (Note: For this example, we will select Receive up to the Invoiced Amount. The
system will then return the below screen, click send to complete the task.)

Please be sure not to receive only the amount of the invoice if all goods and services have been
received.
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= Purchase Order TOW0000054 Requires Receipt Confirmation - Message (HTML) = — (u] X
File Message Insert Options Format Text Review Help Q@ Tell me what you want to do
s
f e ok x e BB ) D [ (Mo | 8 E 5
Paste BI U £ A.[E|== =3 Addes Check | Attach Link Signature HighImportance | rycie | Editor | Immersive New View
« ¥ Format Painter o &=~ |l= "='="=| Book Names | Filev ~ # . Low Importance Reader | Meeting Poll = Templates
Clipboard 1 Basic Text & Names include Tags B Voice Editor | Immersive FindTime | My Templates ~
> To elbz-test.faincoming @workflow.mailus2.cloud.oracle.com
Send Cc

Subject Purchase Order TOWQ000054 Requires Receipt Confirmation

--—--Please type your comments above this ling------

Note: You can also add attachments to the task by attaching them to this email.

---Do not edit below this line-—

Receive up to the Invoiced Amount : [[NID]]
3ovolYZDI9EmhoxLEc3j2PGtvgaicSccUjxwdm2iKiNFAR3TnpSIBFOOtts4TVYdgezKlleXgx3eXHa52hX7j2BLkMwSD5XVby10YRbPXL3FIR1IHXMRxA2p050007QRuzq 1IVBD2KIbPrIYKOmptQMPMX0Txh5y3855sTh49rvh-

0%3D : [[NID]]

® o2 O m € ¢ « @| o # " D @ 557 Mostysunny A U= di) |

NOTE: Once a notification is sent, it is up to the requester to act on it manually. Notifications by default have an
expiration date of one week, after which the notification escalates to the line manager of the requester. After one
week of escalation, the notification expires.

Once a notification expires, the purchase order becomes eligible for the Confirm Receipts workflow again. If it is
still not received, the requester is sent another notification.
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Appendix A — Post/Create a Receipt using the Notification Bell

This section will show how to post/create a receipt using the notification bell in Stratus.

1. Navigate to your home screen and click on the notification bell.

= TU|STRATUS

Good morning,

g Fixed Asse Expense: uremen Enterprise e
QUICK ACTIONS APPS
B= o
= IE |E
e
te¥ St chase Orders Receipts
= e Buyer A ent Rule: ({ )]
gt
i1 Manoge Procurement Age
OB (5] Oracle Fusion Cloud Applications - Work - Microsoft Edge - u| 5 o X
File Home { O ps://elbz-test fa.us2.oraclecloud.com v & Share
- Jeffery Sutton . - -
M Calibri (B | Dismiss P L |
Paste B I Ir
75 FYl
pk & 2 SR r ~
Approve Requisition REQ0000286

Jeffery Sutton Ty
Dismiss

(REMINDER) ACTION REQUIRED

I Pur e
Jeftery Sutton s
24 Actions Vv

(REMINDER) ACTION REQUIRED

0055 Requires Receipt Confirmation I

056 Requires Receipt Confirmation

Jeffery Sutton
Actions v

FYl

ition REQ0O000285 Approved

Jeffery Sutton gy
Dismiss

2. You will see the purchase order number followed by “Requires Receipt Confirmation”.

3. Selecting the Actions button will show the actions you can take: Receive up to the Invoiced Amount,
and Do Not Receive. Selecting one of those actions will complete the task. (Note: For this example, we
will click on the blue link for “Purchase Order TOW0000055".)
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4. The system will return a summary of the purchase order and the invoice along with the same action

DIIR O Purchase Order TOWDO0DDSS Requires Receipt Confirmation - Work - Microsoft Edge i o pd u] 5

File Home | () htipsi/elbz-testfaus2.oraclecloud.com/fsc faces/adf.task-flow?tz=America%2FNew_York&df=medium&dt=both&tf=short&lg=endicy=&bpmWor.. A |+ & share
& D i :BPurchasg Order TOW0000055 Requires Receipt Conf... Actons v Receivein Full | Receive up to the Invoiced Amount | Did Not Receive || p [ ol
| el
Paste i r Reuse
. « B Il 4Details Files

Clipboard 15 ReuseFiles| A
Assignee sutton

Assigned Date 6/2/22 10:40 AM

Expiration Date  6/1

Task Number 223274

4 Information
Purchase Order TOW0000055
Supplier Grainger
Expected Receipt Date 6/7/22
Buyer Sutton, Jeffery

4 Lines to Receive

Quantity Amount

Line Description R;qe;':ﬁ
Ordered Invoiced Received Ordered Invoiced Received P
1 Demo receipt vi... 10 10 D] 10
v
4 Invoices

. BO°F Sunny

dropdown options.
NOTE: The actions listed under this Actions drop down are unique to the notification bell page (some of
these actions are not included in the email notification).
Request Information — Ask the task creator for more information.
Delegate — Pass the task to someone else to act for you, but the task is still assigned to you.
Renew — Give yourself more time (seven days is the default) to act on the task if the task is about to expire.

Suspend - *Not Recommended* - Put the task on hold until it is resumed. In the meantime, no one is
assigned to act on it.

Withdraw - ¥*Not Recommended* - Remove the task from the workflow (available only if you created the
task).

Save - *Not Recommended* - Saves the task with no action
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Appendix B — Posting/Creating a Receipt using "My Receipts” in Stratus

This section will show how to post/create a receipt using the My Receipts tab in Stratus.

1) Navigate to the Procurement tab and select My Receipts

Good morning, Brian Starkloff

¢ General Accounting Intercompany Accounting

w

Fixed Assets

Procurement My Enterpr 3

QUICK ACTIONS APPS

% Process Requisitions

-
Y7 Manage Orders

B B

My Receipts

BEH Manage Agresments

== Manage Buyer Assignment Rules ({ )]
nat
k"?r Manage Procurement Agents Suppliefs

2) Next remove your name from the Requester box. Then select Any time from the Items Due drop-down.

Receive ltems @

4 Search Advanced Saved Search  Items Dus in Lasi 7 Days +

** At least ane Is required

** Requester v Requisitioning BU w

** Entered By - ** Purchass Order | TOW0002754|

Requisition ** Transfor Order

Mems Dus |Anytima  ~

o

Search Results
view v Fomaty  5E Freeze g Datach o) Wrap  Receive

Ordered
Requisitioning g quisition Line Item Description Supplier Need-by Date Purchase Order Transfer Ogder
Bu Quantity UOM Name Currency
No search conducted

Columns Hidden 13

3) Type in the Purchase Order number and click search.
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4) Click on Receive.

Receive Items @

b Search

Search Results

p—
View v Format v §H Freeze [z Detach Wrap Receive
Requisitionin Ordered
BUq 9 Requisition Line Item Description Supplier Need-by Date Purchase Order Transfer Order
Quantity UOM Name Currency
Towson University REQ0004629 1 Testing receiving confirm...  SMACT Works, ... 7/17/24 93,600 UsD TOWO0002754
y g g

Rows Selected 1 Columns Hidden 13

5) Adjust the amount you want to receive if necessary, then click Submit. Be sure to only receive the amount of the
invoice if all goods/and or services have actually been received.

Create Receipts @ =_

Actions w View w Formatw  # §E Freeze  [o" Detach Wrap  Remove Line [Shuw Rec:iptnuanliw]
Receipt "
Requisition Item Description DI{:"S“"')" Waybill Packing Slip :ﬁqulsilionlng Purchase Order Transfer Order
*
Quantity UOM Name Currency

REQO004629 Testing receiving confi... 77,800 usb 8/21/24 10 E"é Towson University  TOWO0002754

Columns Hidden 16




