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Receiving All Purchased Goods

e These instructions are for Regular Purchase Orders only.
e Do not receive on confirming orders.
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1. Enter ‘FPARCVD’ in the Search bar in Application Navigator and press Enter.
2. Enter ‘Next’ in the Receiver Document Code field.
3. Click on the Go button in the upper right corner.
4. Click on the Next Section icon
5. Enter the system generated Receiver Document Code (in the top block) in the

Packing Slip field

Click on the Next Section icon

Enter the purchase order number in the Purchase Order field

Press the Tab key on the keyboard

Select “Receive All Purchase Order Items" from the Options section of the Tools
menu
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10. Click on the Next Section icon
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11. The Final Received checkbox is automatically selected.

12. If you incorrectly selected Receive All, uncheck the Final Received checkbox and
change the current received number to complete a partial receiving.

13. Review the information for accuracy (Use page up and down, or up and down
arrows to go between the commodity records).

14. Click on the Next Section icon.

15. Click on the Complete icon.

16. Click on ‘X’ in the upper left corner to exit or return to the previous form.



Receiving Partial Purchased Goods

Enter ‘FPARCVD’ in the Search bar in Application Navigator and press Enter.
Enter ‘Next’ in the Receiver Document Code field.

Click on the Go button in the upper right corner.

Click on the Next Section icon

Enter the system generated Receiver Document Code (in the top block) in the
Packing Slip field

Click on the Next Section icon

Enter the purchase order number in the Purchase Order field

Press the Tab key on the keyboard

. Select “Select Purchase Order Items” from the Options section of the Tools menu

10. Click on the Next Section icon
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11. Under the Add Item column, select each checkbox for the items you wish to
receive (click on the desired line item and then click in the Add Item checkbox)

12. Click on the Save icon

13. Click on ‘X’ in the upper left corner to exit or return to the previous form and OK
(it will always ask if it's OK to close the form)



14. Click on the Next Section icon
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Kellogg's Nutd Grain Bars Strawberry 35063

15. Enter the quantity of goods received in the Current Quantity Received field.
16. Click on the Next Section icon.

17. Click on the Complete Icon.

18. Click on ‘X’ in the upper left corner to exit or return to the previous form.

e A new receiver document must be created for each remaining item as they are
physically received.

e Once the last item(s) is physically received, select the Final Received checkbox
prior to completing the receiving document.

Removing a Receiving Document
The receiving document must be incomplete to remove it.

Enter ‘FPARCVD’ in the Search bar in Application Navigator and press Enter.
Enter the receiver document code in the Document field

Click on the Next Section icon

Click on the Delete icon

Click on the Delete icon again

Click on ‘X’ in the upper left corner to exit or return to the previous form.
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Please contact Pam Edwards (pdedwards@astate.edu) in Accounts Payable at 972-2315
for assistance.




