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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Receiving Goods & Services for PeopleSoft for Purchase Orders
General 
The receipt process in PeopleSoft allows the receipt of goods and services ordered via purchase order to be recorded in the system.  Receiving will be required for any Purchase Order line before it can be paid in the accounts payable module in PeopleSoft.  Receiving is also critical for the 3-way matching process (PO/Receiver/Voucher).  Verification of items should be obtained prior to receiving in PeopleSoft.
Add a Receipt
After purchase orders are dispatched to vendors, the commodities or services procured are delivered to the requestor.  At this time, the receiving module in PeopleSoft must be utilized for any purchase order line (goods and services) before the vendor can be paid in the system.

Entry of receipts into PeopleSoft has three big advantages:  1. It allows the 3-way matching of POs/Receipts/Vouchers to assure vendors are not paid for goods or services which have not been received; or given duplicate payments.  2.  It allows vendor performance data to be collected based upon on-time deliveries.  3.  The creation of PO vouchers by copying in the receiver assures that only received PO lines are paid and automatically calculates the correct partial payment amounts when split distributions were used on the PO.  

Receipt entry is an easy process.  The system automatically defaults the remaining (not yet received) PO line quantities.  The user modifies these quantities (if necessary) and saves the page.  

Cancel a Receipt or Receipt Line

If a receipt has been processed in error and has not been vouchered or matched to a PO and Voucher, either individual receipt lines or the receipt in its entirety can be canceled.

If already vouchered, it is necessary to “delete” the voucher before cancelling the receipt.  If matching is being used and the voucher had already passed matching, then the “unmatch” process has to be run.

Receipt Inquiry Panels

Once receipts have been created, the user can use inquiry pages to view the receipts and their statuses.  Cancelled or completed receipts can also be viewed with the Inquiry pages.

Filing of Claims for shortages or damaged materials

Problems with merchandise delivery or incorrect billing, or shortages or damaged goods occur.  The appropriate college staff must initiate action to resolve all such issues by documenting all correspondence.  Vendors and delivery carriers should be notified through the documentation and this information should be shared with Purchasing and Accounts Payable.  
