Running the Receiving Exception Report

From the eProcurement Home Page, click Manage —>Reports
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Select Receiving Reports Category
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Select Receiving Exception Report
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If you don't see the report you need, return to the previous screen and select a different category.

@ Select
Category
(") Received Not Invoiced Report
Shows details for those orders which have been received, but not invoiced
@ Receiving Exception Report
Lists all Invoices that are waiting to be paid because the order has not been received yet
ceiving Report
Lists receipts and the orders, receivers, budgets, and orgs associated with those receipts
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Specify Report Output Format and Criteria

Reports
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If you don't specify filter values, the report will includa all waliac

HTML, Excel, or CSV

Report Title: Receiving Exception Report 2. Click Run

Report Category: Receiving

Report Format: HTML -

1. Specify selection
m Advanced criteria such as Date,

Budget Number,

Filter Name Value Organization Code,
Invoice Reconciliation ID: etc.
Invoice ID:
. Custom - From: Wed, 1 Apr, 2015 m
Invoice Date: To: Tue, 20 Jun, 2015 m

Budget Number:

Organization Code: 2080 This will report all
Budgets for

Task:

. Organization Codes
Option: beginning with 2080
Project:
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Receiving Exception Report HTML Output

Receiving Exception Report

Report Filter:  Invoice Date between Wed, 1 Apr, 2015 and Tue, 30 Jun, 2015, Organization Code = 2080 Run: & Apr 2015
Description:  Lists all Invoices that are waiting to be paid because the order has not been received yet
Change Report Detail Level: |« Organization Code | |« DocumentNumber| |« Preparer Name| |« Invoice Reconciliation Mumber |
Organization Code Budget Number Task Option Project
2080302026 143750
DocumentNumber Supplier Name Order Line Number Description Supplier Part Number Ordered Amount
BPO14658 BIO RAD LAB 1 Enter a description for this item. 5235342 %1,000.00 USD
Preparer Name Preparer Email Preparer Phone Requester Requester Email Requester Phone
LAURIE & HUNT lahunt@u.washington.edu LAURIE & HUNT lahunt@u.washington.edu
Invoice Reconciliation Number Exception Date Invoice ID Invoice Received Date Total Invoiced
IR662662-3598 2 Apr 2015 02:26 PM INVE662662-3598 2 Apr 2015 02:25 PM £12.00 USD -
DocumentMumber Supplier Name Order Line Mumber Description Supplier Part Number Ordered Amount
EPO1463 REDDY GOSOLUTIONS 1 Testing Receiving MNA £10,000.00 USD
Preparer Name Preparer Email Preparer Phone Requester Requester Email Requester Phone
ROBIN WEIGEL aribadevi@u.washington.edu JEFF MELLEMA aribadevi@u.washington.edu
Invoice Reconciliation Number Exception Date Invoice ID Invoice Received Date Total Invoiced
IR1-1463-3607 3 Apr 2015 04:00 PM INV1-1463-3607 3 Apr 2015 02:50 PM $1,000.00 USD
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