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Training

Go to the Material & Disbursement Services
Training
page to get further information on

Web Receiving.

www.unc.edu/mds/training/
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Why

Web Receiving?

Web Receiving is
used to let the ac-
~® B counting systems
> S know that goods
=8 For services which
have been ordered
Ffe=———have been deliv-

ered and accepted. The system
has to acknowledge three items
before payment can be author-

ized. Each of the three items must
maitch.

The Three Way Match

Number of Items Ordered

Number of Iltems Received

Number of Items Invoiced

*Dollar amount invoiced equals dollar amount of Purchase Order.

Steps

To Receive
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Logon to Finance Central
Click on Menu item “In Box”
Click on “Start” tab

Select “Purchasing” from the pull
down menu.

Click “Start”

. Type the PO number in the

“receiving” box and “Submit”

. At the receiving screen select “Add

New Receipt”

. Add New Receipt screen:

Key in Date and Department

Choose to either check the
“Receive All Outstanding”
box or key in number re-
ceived for each line item

Click “Submit”

Receiving is now done! Once there is
a three way match the system will pay
the invoice.
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