Accounts Payable

8: PO/Requisition Menu: 2. Enter Goods Received

Anytown Accounts Payable Main Menu

1. Invoice Maintenance A. Transfer Data to GIL
B
C. Transfer to Fixed Assets

2. Print Checks . Close Period

3. Process ManualiDirect Pays estore Points

4. Check Reconciliation . Installation

. Password Maintenance
. Reports Menu
.NEMRC Backup

U. Live NEMRC Update

. Index Data Files

Q. Quit Accounts Payable

Click on “8. PO/Requisition Menu” from the Main Menu and the following window will appear:

NEMRC
Page 1 of 4



Accounts Payable

Anytown Accounts Payable (Version™- 7. Fh): Purchase Order ' Requisiti...

A. Print Purchase Orders

2. Enter Goods Received B. Print Requisitions

3. Unreceive Goods

I. Installation

4. Add/Edit Requisitions R. Reports Menu

7. Approve Requisitions

Click on “2. Enter Goods Received” from the PO/Requisition Menu and the following window
will appear:
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Enter Goods Received

i
PO Humber Il 1 Finil I

Date Received I Q24252005

View tems |

Save | Save and Invoice | Cancel |

1. PO Number: Enter the Purchase Order Number for the goods received.
ol
PO Humber  |50400271 Find .|

Date Received 2

3 \iew ltems |

Sdave Save and Invoice | Cancel

2. Date Received: Enter the Date that the goods were received.

3. View Items: View the items on this Purchase Order Number, the window below will
appear:

Receive ltems

fterm Desc Ordered Price Feceived Account GL Status
M1 test 2 10.00 100000 1 | 1000051 5-10-3210-55.00 Encumberg

e

oK 2 3 Cancel

1. Received: This will default to the balance of items ordered. Click to change the amount
received.
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2. OK: Click this button to move on to the next screen.

3. Cancel: Click “Cancel” to cancel and return to the previous screen.

il x|
PO Humber |5EI4EIEIE?1 Einil I

Date Received I Q202572005

View tems |
5 [i]
Save and Invoice | Cancel

4. Save: Click this button to save on this computer. Refer to GENERAL FILE for more

information.

5. Save and Invoice: Click this button to go directly to Invoice Entry processing for this

purchase order. Refer to the document AP M1 INVOICE ENTRY.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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