[ Receiving an eProcurement Blanket Purchase Order (BPO) from Daily email ]

~ 4 BEFORE YOU START - Important Information

e The daily receiving reminder email, Orders/Contracts Must Be Received, now includes:
o BPO Titles in addition to the BPO Number
o The BPO Number and Title in the email is a direct link to the Receiving interface in
eProcurement

e When you click on the link, you will be prompted to login to eProcurement, and you will be sent
directly into the Receipt screen. The Contract ID field of the receipt displays the BPO Number which is
a link to the BPO Summary Page. Before you do any receiving, click the link to the BPO and then
review the invoices in the Reconciling status on the Invoices Tab.

IMPORTANT REMINDER: If you are the Preparer of the BPO and you receive, the Receipt will be in
the Submitted status and funds will not be released to pay invoices until the Receipt is approved by
the department ReceiptApprover. See the next page for more information.

e Any invoices in the Reconciling status will need to be reviewed:
» If there are multiple invoices in the Reconciling status for the BPO:
= Review ALL of the invoices for accuracy before you start receiving.

= If ANY of the invoices are incorrect, you must submit a BPO Invoice Reject Request for each
incorrect invoice. Follow the steps in the Incorrect Invoices — Reject Process section below
for each invoice that needs to be rejected.
IMPORTANT: Do not do any receiving for a BPO that has one or more incorrect invoices with a
status of Reconciling. Wait until you hear back from Procurement Services that all incorrect
invoices have been rejected before you do any receiving for that BPO. (NOTE: It is OK to
receive for other BPOs as long as the invoices are correct.)

» If all invoices in the Reconciling status are correct, start receiving with the OLDEST invoice first.
See Page 5 for details.

¢ Incorrect Invoices — Reject Process
DO NOT receive against an incorrect invoice or any other invoice on the same specific BPO. Instead, it
is imperative for you to:

1. Submit a BPO Invoice Reject Request using this link: http://f2.washington.edu/fm/ps/bpo-

rejects
2. Contact the supplier and request a corrected invoice

Upon receipt of the BPO Invoice Reject Request, Procurement Services will take the necessary steps to
reject the invoice in Ariba and will contact you let you know when it is OK to start receiving again.

¢ Tax on BPO Invoices
DO NOT include tax when you do receiving, even if it is indicated on the invoice. Enter and receive the
amount/quantity for the line items only.

e BPO Receiving Exception Report
It is a recommended best practice to run the BPO Receiving Exception Report periodically to see if
there are any BPOs needing to be received. A reference guide on how to run this report is located at:
http://f2.washington.edu/fm/ps/sites/default/files/training-and-events/RunningReceivingExceptionReport4BPO.pdf
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When a Receipt Needs Approval
If you are the BPO Preparer and you receive for the BPO, your receipt will need approval by a

department ReceiptApprover before funds are released for payment of invoices.

IMPORTANT: If you are the BPO Contact or CentralReceiver, you will see the following screen if:
1. You click the link from your email notification after the BPO Preparer has submitted a receipt

AND
2. The receipt has NOT been approved by the ReceiptApprover yet.

If you see the screen below, this means a receipt needs approval. To view who must approve:
1. Click on the link to the RC that has a status of Submitted.

Receiving Steps Contract BPO6983: Receiving Test Education and Training Services Sl e [Nexth| |Exit

e Select a receipt to work on or view. To select an item in the list, click its ID.
[1] select Receipt

RECEIPTS - APPROVAL NEEDED
[2] Receive

[3]| Additional Info
(4] summary Receipt ID 1 Date Status

RC570293
Note that the status is Submitted

Click on the link to the RC

Receipt ID 1 Date Status

RC57OE%8 Today, 9:40 AM Submitted

2. Click on the Approval Flow tab of the RC:

3| Additonar o

MI Approyal Flow i Click on the link to the RC
ALY

Contract ID: BPO6983 Date: Today, 9:40 AM

(4] summary

Receiving Test Education and Training Processing Status: Receiving

Contract Title: :
Services

3. Click on the ReceiptApprover link for a list of individuals who can approve:

Summary History

Approval Flow

Click on the ReceiptApprover
link to view who must approve.

Legend: Approved II_IActive |

= Robin Weigel

e = VIRGINIA LYNN MORRIS HII Receiptapprover-2100000000 J [~ Approved
B

= CentralReceiver-2100000000

i ™ i

NOTE: There could be multiple individuals in the ReceiptApprover role. However, only one of them
needs to approve the receipt. Please continue to the next page for step-by step guidance on how to
receive against a BPO in eProcurement after clicking on the link from the daily receiving reminder email.
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Steps to Receive from the Daily Receiving Reminder email

IMPORTANT: In this example, the BPO Contact is doing the receiving and is a different
user than the BPO Preparer. The receipt will NOT require approval by the
ReceiptApprover to release funds to pay an invoice.

1. Read the daily summary email to identify eProcurement BPOs needing to be
received:
If you are the BPO Preparer, Contact, or Central Receiver, you will receive a daily
email summary of orders and contracts that must be received before payment can be
made.

Below is an example daily summary email:

From: ariba_apps@u.washington.edu [mailto:ariba_apps@u.washington_edu]
Sent: Sunday, December 06, 2015 6:08 AM

To: Virginia L. Morris <morrivi@ uw. edu>

Subject: Orders/Contracts Must Be Received

There are orders/contracts with invoices that are waiting for payment and must be received
before payment can be processed.

Orders: Please access the order and receive all items that have shipped and arrived, as reflected
on the vendor's packing slip.

Contracts: Please access the blanket purchase order and receive against the vendor invoice in
order to verify that the goods or services are appropriate to pay.

BPD6970 - Education and Training Services Click on the link to the BPO.

BPO6OE0 - Education and Project Management Services

IMPORTANT: If there is more than one BPO listed in the email and you want to receive
for multiple BPOs in this session, it is a recommended best practice to note down the
other BPO numbers and continue receiving in eProcurement instead of going back to the
receiving email.

2. Click on one of the BPO links in the daily summary email. This example uses BPO6979.

3. When prompted, enter your UW Netld and password and click Log in to launch the
eProcurement application:

UW NetiD

weblogin Troubleshooting
The resource you requested requires you Need a UW NetiD?
to log in with your UW NetlD and password Carcnt vnue nanoune A
UW NetiD: Enter your UW NetID and
LW NetID Password and click the Log in
button.

Password:
Barcc LEdITl dD0UL “WEDIDUIINT'
Contact UW-IT

Login

Continued on the next page. ==
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4. The Receipt for the BPO will be displayed. The Contract ID field is a link to the BPO. Click
on the link to view the BPO Summary:

G €D |

For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If

Receiving Steps Receipt RC570274: BPOG979 - Education and Training Services

@ Select
Receipt )
Click on the Contract ID
. I
(2] Receive (BPO Number)
- Contract 1ID: BEOG9 7, Liae,
(3) Adfdltlonal ]
I Condract TineT T Cuatany — - P i Status: R ivi
nra Y View details of this Receipt rocessing otatus: - Receving
@ Summary My Labels: [ Applv Label...

Line Items - Receive by Amount

[t |

MNo. + Amount Description  Prev. Accepted Amt. Accepted
£6,000.00 Education
1 UsD Consulting $0.00 USD $0.00

uso

Amt. Rejected

$0.00

Date Received

usoc |Today, 11:30 PM

5. The BPO Summary page will now open where the BPO and any associated invoices can
be reviewed. Click on the Invoices Tab:

Home | Help ¥ | Logout

&\ ARIB A"

Home Contracts Procurement Travel Invoicing Reimbursement Welcome VIRGINIA LYNN MORRIS

=

BPO6979 - Education and Training Services

Create Search Recent Preferences

Manage

Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the

L4

Click on the
[ O Back Invoices tab
Pricing Terms Milestones Approval Flow Receipth ln\r{oices History
N,
DEFINITIONS
Title: [0 Education and Training Services

Continued on the next page. ==
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6. A list of all invoices issued against the BPO will display.

» Any invoices in the Reconciling status will need to be reviewed and received against
the order.

» If there are multiple invoices in the Reconciling status, start receiving with the OLDEST
invoice. If there is an "Up Arrow" to the right of the Date/Time Created column title,
then the invoices are sorted correctly and the oldest invoice with a status of
Reconciling is where you want to start. If an "Up Arrow" is not visible or if you see a
"Down Arrow" instead, click on the column title until it appears as below.

» Click on the invoice number to open the invoice.

.. Look at oldest invoice with

summary Pricing Tern “Up Arrow” indicates leceipts tat R i
status or Keconciling. —
sorted oldest to newest. g
ID Supplier Invoice # Date/Time Created 1 Supplier Supplier Contact Status Total
INV1-6979-847946 1-6979 iﬁ;ﬁﬁ,@[}lS 12:37:11 REDDYGOSOLUTIONS REDDYGOSOLUTIONS Reconciling $2,000.00 USD

12/06/2015 12:49:42

INWV2-6979-847947 2-bs. REDDYGOSOLUTIONS REDDYGOSOLUTIONS Reconciling $1,000.00 USD

Click on the INV number to open the invoice

7. The supplier invoice will display.

> IMPORTANT: If there is more than one line item, review the details for each item
carefully to ensure the supplier has matched the correct amount or quantity to the
correct line item. If you notice any mistakes, then submit a BPO Invoice Reject
Request as described on Page 1 this document.

» To view the invoice detail, under the Line Items section, click on the Detail button
next to each line item to review:

INV1-6979-847946

Thesa ara the details of the request you selected. Depanding on its status, you can edit, change, copy, cancel, or submit tha request for approval. You may ¥

Py =

m Approval Flow Contracts Reconciliation History

10 INV1-6979-847546 Contract: BPOG37S

Supplier Invoice #: 1-8979 Supplier: REDDYGOSOLUTIONS

Invoice Date: Sun, 06 Dec, 20135 Suppliar Contact: REDDYGOSOLUTIONS

Telephone: Remit To Address: REDDYGOSOLUTIONS

My Labels: Apply Label...

Header Charges [
Description  + Account Budget Amount

Sales tax - haader lavel 023100 143750 £0.00 USD

Note that the amount to be received

lick on the Detail
for this line item is $2000.00. e atil

PE— review the item details.
No. Drescription Contract Qty Unit Brice Amount
i Education Consulting EPO5373 4 each $500.00 USD $2,000.00 USD Detail

Continued on the next page. m)
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8. The details for the line item invoice will display for review:
a. You can scroll down to review more information such as the account code, budget,
organization, Project Cost Accounting (PCA) codes, etc.

b. When you are finished reviewing the line item detail, click OK to return to viewing
the Invoice Summary.

Invoice Details: View Line ltem

INV1-6973-847946: INV1-6973-847946

Items: 2  Total: $2,000.00 USD Ok
Review or edit the details of this line item. .
When you are finished

reviewing the line item detail, OK

LINE ITEM DETAILS click OK to continue
Market Price: £500,00 USD
Type: Mon-Cataleg Item
Ma.:z i
Manufacturer Part Mumber:
Diescription: Education Consulting
Reference Date: Sun, 06 Dec, 2015
Supplier Part Mumber: Edu-Cons
Supplier Auxiliary Part ID:
UM zach
Amount: £2,000,00 USD
Commedity Code: Business intelligence consu...
Price: £500.00 USD
Qty: S
Supplier: REDDYGOSOLUTIONS
Contact: REDDYGOSOLUTIONS

Is this MEE item? [Click for ¥es): Mo

ACCOUNTING - BY LINE ITEM

Account Code: 022100 (MARKETING SERVICES) Bien: 2015
Object SubObject: 0231

Sub SubObject: oo

Budget Mumber: [ 143750 (EPROCUREMENT) Bien:2015
Crganization Code: 2080202026 [ECOMMERCE) Bien:2015
Task:

Continued on the next page. ==
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9. In addition to entering the invoice data, the suppliers are advised to attach a copy of the
physical invoice document on supplier invoice letterhead. On the Invoice Summary
screen, scroll down to the ATTACHMENTS - ENTIRE INVOICE section of the page. Click
on the Download link to download and view the attached invoice:

COMMENTS - ENTIRE INVOICE

Add Comment

ATTACHMENTS - ENTIRE INVOICE Important: Suppliers are advised to attach a copy of

the physical invoice to the invoice header, so be sure
you are viewing attachments for the entire invoice (not

for the line item).
Attachments

R
File Name + Date Created Size Creator Date Attached
InvBPOB6979-1.pdf DDWEDEII:I Sun, 6 Dec, 2015 108.3 KB MONICA C. R. COHN Sun, & Dec, 2015
Add Attachment

Click Download to review supplier-
attached invoice document

10. Once you have downloaded and reviewed the supplier invoice document, scroll back up to

the top of the invoice and click the eProcurement (not the browser) Back button to return
to the BPO:

INV1-6979-847946

These are the details of the ranuact unn calactad _Manandina an ite ctatue wan can adit change, copy, cancel, or submit the

Click on the eProcurement Back button.

€

11. Click the eProcurement Back button again to return to the Receipt:

BPO6979 - Education and Training Services

These are the detz o : I - P
Click on the eProcurement Back button.

oo

‘nge, copy, cancel, or submit the

L3

Continued on the next page. ==
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12. On the Receipt page, (after carefully reviewing the invoice you downloaded previously
verifying that the goods and/or services have been received and the dollar amount is
correct):

a. Enter only the amount invoiced for the line item into the Amt. Accepted field.

b. DO NOT include tax when you do receiving, even if it is indicated on the invoice.

1— —
Receiving Steps Receipt RC570274: BPOGS79 - Education and Training Services @ Submit BExit
- For a receipt, indicate the amount or quantity to accept or reject for each line item, and the d Go to the next step - ¥
@ Receipt
Receive
Contract ID:  BPO6379 Important: DO NOT include tax.
Additicnal
Info Contract Title: Education and Training Services Processing Status: Receiving
E] Summary My Labels: Apply Label...

Enter only the amount invoiced for the line item

Important: DO NOT use

Line Items - Receive by Amount Amt. Rejected field
Mo. +  Amount Description  Prev. Accepted, Amt. Accepted Amt. Rejected —are Received

%6,000.00 Education
1 - 0.00 UsD 2000 usD uso Sun, 6 Dec, 2015

UsD Conzulting $ Lsp) |$ - : : i

Continued on the next page. ==
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13. You can scroll down and:

a. Optionally add Comments to the Receipt

b.

If you are receiving goods, it is a recommended best practice is to scan and attach
the packing slip using the Add Attachment button (you might have to scroll down
to see it). Visit the Attaching Documents in Ariba web page for important
information on attaching documents: http://f2.washington.edu/fm/ps/tools-for-
reconciling/scanning/ariba

After attaching the packing slip and optionally adding Comments, click the Submit
button to complete the receiving process:

COMMENTS - ENTIRE RECEIPT

Comments:

ATTACHMENTS - ENTIRE RECEIPT

Attachments |:|
File Name + Date Created  Size Creator Date Attached
DemoPackingSlip.pdf Download — Today, 12:48 AM 82.1 KB VIRGINIA LYNN MORRIS
Add Attachment

Click Submit

@ @ @D

Continued on the next page. ==
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14. A new page will display to show that the receipt submission was successful. At this point,
you can:

a. Continue receiving against the same BPO if there are other invoices waiting for
receiving to release funds.

b. Select another request to receive. If you do this, you will choose a drop-down to
enter a Contract ID (BPO) and then you can enter another BPO number listed in the
daily reminder email.

c. Return to the Ariba Buyer (eProcurement) Home page.

Receiving - Done

You successfully received the selected items. Continue receiving or return to the home page.

BP0O6979 - Education and Training Services has been received.

# Continue receiving against Contract BPOG979
e Select another request to receive

* Return to the Ariba Buyer Home page

I pon't show this page again (to reset, click Preferences).

15. If you return to the Home page, you can see how the invoice receipt has been reflected on
the order by choosing Search in the Command bar to find the BPO: Search ->
Contracts and enter the BPO number as the Contract ID and click Search. When the
BPO appears in the Search Results, click on the BPO ID to view the BPO Summary. You
will see the following values:

o The Reconciled Available Amount, Reconciled Amount and Reconciled Amount
Percent Left will update immediately after receiving the invoice.

o The Received Available Amount, Received Amount and Received Amount
Percent Left will update in a batch process at 12:00am each night.

o These amounts can be viewed in the lower portion of the Definitions area on the
Summary tab right above the Minimum Commitments area. (You might need to
scroll down to see them).

Recerved Availlable Amount: $6,000.00 USD
_ Updates at 12:00AM
Received Amount: 50.00 USD daily

Received Amount Percent Left: 100%
Reconciled Available Amount: $4,000.00 USD
Updates immediately

Reconciled Amount: £2,000.00 USD

Reconcilled Amount Percent Left: 67%

Important:
If there is tax or shipping, the Reconciled Amount will NOT EQUAL the Received Amount.
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16. Click on the Invoices Tab to view the status of the invoices to determine if the receipt to
release funds resulted in invoice reconciliation:

BPOG6979 - Education and Training Services Status: Open

These are the details of the reanest van celartad Neanandinn nn ite statie vo can adit channe, copy, cancel, or submit the

& Important: DO NOT CLICK ON THE Invoice Button!

Click on the Invoices tab.

m Pricing Terms Milestones Approval Flow Receipts Invm_irges History

N/

£

Summary Pricing Terms Milestones Approval Flow Receipts m History

The invoice has been

1D Supplier Invoice # Date/Time Created + Supplier Sup Reconciled.
INV1-6979-847946 1-6979 i;fﬂﬁf?ﬂl.‘i 12:37:11 REDDYGOSOLUTIONS REDDYGOSOLU . Reconciled $2,000.00 USD
INV2-6979-847947 2-6979 ilamﬁf’?OlS e REDDYGOSOLUTIONS REDDYGOSOLUTIONS Reconciling $1,000.00 USD
< b3

17. If there were other BPOs listed in the email summary that you want to receive at this
time, then you can continue receiving using the method of searching for the BPO,
documented in the original How to Receive Guide.

18. If this is the only BPO for which you want to receive and you have no other work to
process in eProcurement, you can log off and close your browser.

For Helpful Hints, continue to the next page.
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Helpful Hints

» What to do if you accidentally click on the Invoice Button:

When you click the Invoice button, the system will display an Invoice Create Header
step, similar to the Non-PO Invoice Create Header step. To exit this process and delete
the request:

a. Click on the Exit button

b. When prompted to Confirm Exit, click Delete

Home | Help ~ | Loaout |
» ARIBA®*

e . .
Home Contracts Procurement Travel Invoicing Reimbursement Welcome Click Exit

Create Search Manage Recent Preferences

tt Invoicing INVMistakelll-3326 | Next p ]ﬂ

Create supplier Invoice #: + m Exit to a page where yol ¢an SavesLelet]

Header Invoice Date: *IMon, 10 Nov, 2014
) Add Items Supplier: ‘|REDDYGOSOLUTIONS |2 |
j summary Contract: BPO874 [ select ]
on Behalf OF: |VIRGINIA LYNN MORRIE| (D |

Supplier Contact: REDDYGOSOLUTIONS [ select ]

Remit To Address:  *(no value) [ select ]

My Labels: [} Apply Label...

Confirm Exit

You are in the process of creating INVMistake!!l-3326. Choose what you would like to do next.

= Save this request Click Delete

0 Delﬁge this [equest

«——Conamac-working on this request
» Print a copy of this request

Continued on the next page. ==
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Helpful Hints - Continued

» What to do if you accidentally click on the Invoice Button, click on Exit, and then
click the Save link (instead of Delete). You now have an invoice listed on the BPO
Invoices tab with a 0 dollar amount. See the screen capture below:

Summary Pricing Terms Milestones Approval Flow Receipts m History

The user accidentally clicked on the Invoice Button, clicked the Exit

1t Button, and then clicked the Save link, instead of Delete. SEEE IR

IN NS Reconciling $100.00 USD

INVUW-BPO-ServDenr _wivDemo-1  10/31/2014 02:06:30 PM REDDYGOSOLUTIONS REDDYGOSOLUTIONS Reconciling $200.00 USD
L IR - BROSyrDe

INV3435 01/16/2015 01:52:54 PM REDDYGOSOLUTIONS REDDYGOSOLUTIONS Composing $0.00 USD

a. Note the invoice ID (INV3435 in this example).

b. Above the BPO title, at the top of the Ariba Spend Management screen, click
on the Invoicing tab as pictured below:

g ARI B A® Home | Help ¥ | Logout
L2y : Click on the Invoicing tab

Home Contracts Procurement Travel Invoicing Bt Hlcome WIRGINIA LYNN MORRIS

= Create Search Manage Recent Preferences

BPO1036 - Level 1 Consulting Services Status: Open

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for

<«

c. The Invoicing Dashboard will be displayed. Click on the View List link located
in the lower right hand corner of My Documents and then select Invoice:

IrIVOiCiI"Ig Dashboard -] Configure Tabs i Refresh Content

Commeon Actions E My Documents

D Title Date 4 Status

i/ Create = INW3435 INW3435 1/16/2015 Composing

PO-based I i . - - . - - .
e Click View List and select Invoice View List.... (1)

Non-PO Invoice

Contract-based Invoice

Credit Memo Status

Cancal ITnuaica il

d. Locate the ID of invoice you noted above. Click the checkbox next to it and
then click Delete:

Search Results Found 1 item B H
Type 1 Click on the checkbox tus Date Created Total
= INW3435 Composing Today, 1:52 PM £0.00 USD

[Label v | | copy [Del.ete] | Click Delete
A

[ Delete the selected requests ]

Continued on the next page. [
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Helpful Hints - Continued

> What if the supplier did not attach a physical invoice document (i.e., there are no
documents visible in the ATTACHMENTS - ENTIRE INVOICE section of the Invoice
Summary page)?

= [Itis a recommended best practice to have a physical PDF copy of the supplier
invoice attached to the electronic invoice in eProcurement, especially if there are
additional details. This provides supporting documentation on supplier
letterhead.

= Before you complete the receiving process in eProcurement, contact the supplier
and request an email with a PDF attachment of the invoice.

= When you receive the email, save the invoice PDF attachment to your computer.

= Locate the invoice in eProcurement and open it up. On the Invoice Summary
screen:

e Scroll down to the bottom to the ATTACHMENTS - ENTIRE INVOICE
section of the page.

¢ Use the Add Attachment button to add the PDF attachment to the
invoice.

> If by mistake you receive the total dollar amount for the BPO:
» The system will not allow further processing of any invoices.

» If this happens, then email pcshelp@uw.edu for assistance.

» Where to go if you have questions or need help:

If you need help and/or have questions regarding Receiving, please email
pcshelp@uw.edu.
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