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ThreeWay Matching

Procureto-Pay Process Is setttree-way
matching:

_Oueting) ~Receiving _Payment

http://www.kennesaw.edu/procurement/files/procuretopay.pdf
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Recelving

A Allows the Requester to create receipts for
items ordered through aaProRequisition

A Used for both types of requests:
GeorgiaFIRSMarketplace and Special
Requests

A Can receive full or partial quantities and/or
amounts
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Methods:

A Desktop Receiving
A Receiving via Purchasing
A Receiving Assets
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Desktop Receiving

Menu o
My Favorites AC C e S S by :
Employee Self-Service
Manager Self-Service
Order Management
eProcurement >
Procurement Contracts
Purchasing

eProcurement Recelve Items

Buyer Center
Requisition
Manage Requisitions < —

Manage Requisition Appraovals O R

Receive ltems  (——
Procurement Card Center

Reports

eProcurement >

Real Estate Management e ..
Manage Requisitions
Accounts Receivable

Accounts Payable

BOR Menus

Acant Mananameant
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Desktop Recelvingprri)

Receive [tems

You have 2 lines open for receiving

Recelve Selected and go to the Receive Form.
Desktop Receiving should not be used for Receipt of Assets.
Request the appropriate staff on your campus to create a PO
Receipt instead
Requisition Lines to Receive Personalize | Find | View All | L2 | &

Requisition Lines to Receive || Purchase Order Details

Tot Req Accepted to UOM

Req BU Requigition Item Description Item 1D Qty/Amt Date Ship To Ship To GLN Attention To Supplier
et e, SEIVer Cabinet With Fan and ] , ) CRERANA Lo e ADAVOA AT AN
40000 35BUYD4 Equipment D EA  RECEIMING Requester 35 GRAYBA-CAT-OD1
S I Server Bracket, Type Server ~ ) o - I .

[] 40000  35BUYD4 Equipment Bracket : D EA  RECEIVING Requester 35 GRAYBA-CAT-001

40000 35ACT11 Supplies Computer Monitor 1 0 EA RECEIVING Requester 35 BSNSPORTS-001

[J] 40000 35ACT11 Supplies Black Ink Pen 1 D DZ  RECEMING Requester35  BSNSPORTS-001

Clear All

Inquire Receipts Manage Return To Supplier
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Desktop Recelvi

Manage Requisitions
Search Requisitions

Business Unit 43000
Requisition 1D/ 0000503358
Date From

Requester yanders3
Search Clear

Requisitions

ReqID Requisition Name

0000503359 Lapel Pins

4

LA

BU
43000

To locate requisitions, edit the criteria below and click the Search button.

Requisition Name

Request Statel
Date To

Entered By

Show Advanced Search

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To editor perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Date Request State

101212015 PO(s) Dispatched

Budget

Valid

NEGPR1)

Total

Budget Status |

Origin
POID

<ll<] =

1,340.00 USD

ﬂGu
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Recelving via Purchasing

Menu o .
My Favorites AC C e S S b y .
Employee Self-Service
Manager Self-5ervice

Order Management P u rC h aS I n g >

Suppliers

Procurement Contracts Rece | ptS >

st Add/Update Receipts >

Purchase Orders
Receipls —<mmm—

eProcurement

Real Estate Management

Travel and Expenses

Accounts Receivable

Accounts Payable

BOR Menus
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ecelving via Purchasim®pRr3)

Search Criteria
PO Unit 43000 a,
ID 0000512923

Line | Schedule !

Release

Item 1D 2
Ship To e
Ship Via A

Retrieve Open PO Schedules

Search

Retrieved Rows

Selected Rows | Shipping Related || More Details | |F=5k

Sel PO Unit POID Line Sched Release

[] 43000 0000512823 1 1

(] 43000 0000512923 2 1

Select All Clear All

Days +- Today
Start Date

End Date
Supplier Name
Supplier Item 1D
Manufacturer ID

Manufacturer's ltem 1D

Receipt Qty Options

Personalize | Find | View All | &2 |D First

) No Order Qty (O Ordered Qty
Prior
Due Date PO Oty Receipt Item
12182015 1.0000
12182015  1.0000

= KENNE

Supplier Lookup

(®) PO Remaining Qty

1-2 0f2 Last

Description

Partsmaster - R2-16-01-Repair

Partsmaster - R2-16-01-Repair
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Recelving Assets

Menu o .
My Favorites AC C e S S by .
Employee Self-Service
Manager Self-5ervice

Order Management P u rC h aS I n g >

Suppliers

Procurement Contracts Rece | ptS >

st Add/Update Receipts >

Purchase Orders
Receipls —<mmm—

eProcurement

Real Estate Management

Travel and Expenses

Accounts Receivable

Accounts Payable

BOR Menus
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Recelving Assetsrr2)

Receiving

Business Unit 43000

Linge Item Description
F'é. MILQZLL/A MacBook Pro 15-inch
2 = §3131LL/A AppleCare Protection
3 = MLADZLL/A Apple Magic Mouse 2
4 B HA200ZMA Incase 15™ Sling SI
[interface Receipt []Run Close Short

=] Bave | [] Motify | o* Refresh

Receipt Status Open

Activities

Close Short Al Lines

Receipt ID NEXT Add Header Comments
Header Details
Header
Select Purchase Order
Receipt Lines

Receipt Lines | More Details || Links and Status || ltem /Mig Data | Opfional Input

*Recv

Receipt Qfy UM

200000 B EA
20000 B [FA
20000 B EA

20000 B EA

Source Information

o

]

Receipt
Price

1899.00000

239.00000

79.00000

59.95000

Print Delivery Report

Accept

Status
Qty

20000 Open
20000 Open
20000 Open

2.0000 Open

Interface Asset Information

Personalfll: | Find | View All | 2 |D First &2 1-4 of4 £ Last

Close
Short

O

O
O
O

= KENNE

Serial

Device  Stock Device
Track  UOM Track

[] |EA (@ Device Track

EA [ Device Track

X X K X

U
[] EA 2 DeviceTrack
O

EA |2 Device Track

+ Add ||| Update/Display
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Important:

Only mark the quantity of what you
actually receive or the amount on the
Invoice; do not receive more than
AZ S[e 5§ § X



