CUNYfirst Receipt Creation Guide

s Sample of a CUNYfirst email that notifies the
requester to create a CUNYfirst receipt.
CUNY first automatically sends this email on a
daily basis until the receipt is created and matched
to an Accounts Payable voucher.

+» Scan / email the signed and dated invoice / packing
slip to yourself and save it on your desktop for
easy access. You will need this to upload to your
CUNYfirst receipt.

From: cunyfirst-do-not-reply@mail.cuny.edu [mailto:cunyfirst-do-not-
reply@mail.cuny.edu]

Sent: Tuesday, April 25, 2017 10:55 AM

To: XXXX

Subject: You have match exception(s)

An invoice was received for goods or services ordered by you or on your behalf.
The system receipt is either missing or is for a smaller amount than the invoice.

If a receipt is required, please enter it into CUNYfirst ASAP using the link on
this E-mail. A delay in entering the receipt will result in the delay of payment
going to the vendor. If you have already entered the receipt, or there is another
issue, please contact your Accounts Payable Department as soon as possible.
Thank You!

https://fscm.cunyfirst.cuny.edu/psp/cnyfsprd 2/EMPLOYEE/ERP/c/PVV MAIN

MENU.PV_REQ STATUS.GBL?Page=PV_REQ STATUS

Business Unit : NYTPR

Voucher 1d : 000XXXXX
Purchase Order Id : 000000XXXX
Requisition ID: 000000XXXX
Match Rule ID: -


mailto:cunyfirst-do-not-reply@mail.cuny.edu
mailto:cunyfirst-do-not-reply@mail.cuny.edu
https://fscm.cunyfirst.cuny.edu/psp/cnyfsprd_2/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?Page=PV_REQ_STATUS

Navigation to create receipt

¢ Financial Chain Supply

¢ Purchasing

*» Recelpts

¢ Add/Update Receipts

¢ Click the Add button to create
a new receipt

[=] Step 1 - Windows Photo Viewer

File » Print * E-mail Burn * Open -

Tty et sted Beowrive & farvcen Too

Favorites Main Menu Purchasing - Receipts -
Receiving
[ | Add aNew value

Add/Update Receipts

Home Waorkdist

Business Unit: |[NYTPR O
Receipt Number: NEXT

PO Receipt o

Add

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help

L= & &)




RECEIPT CREATION

¢ PO Unit: NYTPR

s |1D: Enter PO Number

s Uncheck the box next to -
Retrieve Open PO
Schedule

s Click Search

[=] 2 - Windows Photo Viewer =N ol

8
File » Print * E-mail Burn * Open - 'i}'

CUNY T

Fully bnbegraied Bereerces L Tervce Tool

Favorites =~ Main Menu 3 Purchasing > Receipts > Add/Update Receipts

Select Purchase Order

Search Criteria

PO Unit: NYTPR Q Days +/- Today: 30

ID: 4834 Start Date: 04/0472017 [

Line/Sched Num: I End Date: 0B/03/2017 [

Release: Vendor Name: 4, Vendor Lookup

Item ID: “L Vendor ltem ID: 4,

Ship To: 2 Manufacturer ID: Q,
Ship Via: Q Manufacturer's tem ID: X

Retrieve Open PO Schedules

Search | .
Mo Order Qty Ordered Qty PO Remaining Qty

OK | Cancel Refresh




RECEIPT CREATION

PO lines will populate on
bottom of screen

** Review the lines of the PO

¢ Click the Sel box (select) on
the appropriate line or
lines that you are creating
a receipt

s Click OK

[=] 7 - Windows Photo Viewer

File » Print * E-mail Burn * Open - 'Z'@'

CUNY T ——

Pty imtegrated Bwvsarcet L Rervaes feal

Favorites  Main Menu : Purchasing » Receipts » Add/Update Receipts
= = L -

Select Purchase Order

PO Unit: NYTFR Q Days +- Today:

ID: 4834 Start Date: gl

Line/Sched Num: 1 End Date: #)

Release: Vendor Name: Q Vendor Lockup

ltem ID: 2 Vendor Item ID: Q

Ship To: Q Manufacturer ID: Q
Ship Via: Q Manufacturer's [tem 1D: Q

Retrieve Open PO Schedules

PO Remaining Qty
First Kl 1.2 012 I Last

Search
—] No Order Qty QOrdered Qty

L NYTPR 0000004834 1 1 05/31/2017 AMOUNT ONLY/BLANKET ORDER: For
td NYTPR 0000004834 2 1 0573172017 NCREASE - AMOUNT ONLY/BLAMKET
= Select All Clear Al

OK Cancel Refresh




RECEIPT CREATION

¢ Change the Price or the
Receipt Qty. to match the
amount received / stated on
invoice (only one will be
available for change)

¢ Click on Header Details

{=] 4 - Windows Photo Viewer

File = Prnnt = E-mail Burn » Open - '@'

CUNY T

Tui'y btwye iwd Srazuriws & Lervcwn Toad

Favqﬂes Mavaenu 3 Purcrlasm ) Retglp‘cs s Add/Update Receipts

Maintain Receipts

Receiving
Business Unit: NYTPR Receipt Status: Open b 4
Receipt ID: NEXT Add Comments Activities

1 B R , 1.0000 Fe) 1.0000 O
‘ o implants and relat 72720000 = G Track

Interface Receipt Interface Asset Information

= Save | [E]Notify | % Refresh [EpAdd | A Update/Display




RECEIPT CREATION

**Change the Receipt Date to
the date you actually
received the merchandise
or day of service rendered
(CUNYfirst default date is
the date you are creating
the receipt)

s Click OK

[=] 5 - Windows Photo Viewer =N NoN >3
File » Print * E-mail Burn * Open - '@'

Pty it ated Besserces b Sarvices Teal

Favorites Main Menu Purchasing » Receipts : Add/Update Receipts

Header Details

Business Unit: NYTPR “Receipt Date: 05/01/2017 [+ Receipt Time: 2 38F1
Receipt ID: NEXT User ID 11023393

Receive Source: On-line Receipt Status: Open

Vendor: 2000018052 Name: PREAT CORP

Lecation: MAINCHECK *Ship To: N-N-116

Last Change Date Last User to Modify

Carrier ID: Q Container |D:

Vehicle ID: Nbr Cartens:

Driver ID: Pallets In:

Bill of Lading: Pallets Out:

Pack Slip: Port Of Unloading: Q

Shipment Number: Ship From Country: [JSA Q

Pro Number: Ship From Location: 4

¥ Match Options

Inveice: Allow ERS

Invaice Dt Op: Match Status: To Match

Freight Terms: Match Rule: STATE & |
Hold Receipt Process Manufacturing

Hold Inventory
Hold Assets

OK Cancel Refresh

Process Inventory

Process Assets




** Click Add Comments

{=] 4 - Windows Photo Viewer o | =3
File = Prnt > E-mail Burn » Open -

CUNY/rsi

Tui'y btwye iwd Srazuriws & Lervcwn Toad

Fa\.-o'ntes Ma'm'Menu 3 F-‘urcrlasmu Recflp‘cs s Add/Update Receipts

Maintain Receipts

Receiving
Business Unit: NYTPR Receipt Status: Open b 4
Receipt ID: NEXT Add Comments Activities

Header Details

Select Purchase Order

= | Burchase of [ r Device
1 = e 72 1.0000 = 1.0000 O
3 S ; (727420000 2 pen x

Interface Receipt Interface Asset Information

= Save | [=]Motify | s Refresh |

ErAdd | Flupdateisplay




RECEIPT CREATION

**Click the Attach button

**Upload the supporting
documents - Signed invoice,
Packing slip

+*Click OK

[=] 6 - Windows Photo Viewer

File » Print * E-mail Burn * Open -

CUNY >

Tury wtwgrated Bevsurcas b Larvce Tosd

Favorites  Main Menu 3 Purchasing Receipts > Add/Update Receipts

Maintain Receipts

Receipt Header Comments

Business Unit: NYTPR Receipt Nbr: NEXT

Receipt Status: Open

¥ Retrieve Active Comments Only Retrieve |

*Sort Method: Comment Time Stamp v “Sort Sequence: Ascending ¥ Sort

Find | View All First [ 1of1 o Last

Comment Status:  Active Inactivate | [+
{4

Copy Standard Comments

Shown at Voucher
Associated Document

Attachment Aftac hl | |

From -> RCV NYTPR-NEXT

OK I Cancell Refresh I




RECEIPT CREATION

*»Click Save
*»Write down Receipt ID

number on supporting
document

s Forward original signed

supporting documents to
Accounts Payable

{=] 4 - Windows Photo Viewer

=l Ecl Pl

File = Pnnt = E-mail Burn » Open - @.
ity betarg=iiwd Srzuriws & bervgen Tos

Favqﬂes Mavaenu 3 Purcrlasm ) Retglp‘cs s Add/Update Receipts

Maintain Receipts

Receiving

Business Unit: NYTPR Receipt Status: Open b 4

Receipt ID: NEXT Add Comments Activities

) S : 1.0000 e} 10000 O
= implanis and rela 727420000 = it

Interface Receipt Interface Asset Information

= Save | [E]Notify | % Refresh

[EsAdd | ZlUpdate/Display




[=I Modify - Windows Photo Viewer o || B R

File » Print * E-mail Burn * Open - (7]
MODIFY A RECEIPT CUNY I
Faxol_ltr:;l":‘lmnv*‘l:m :uldlasinq Qv:cEilJts Add/Update Receipts
Steps to retrieve a receipt -
Receiving

yo u p reVi OUS Iy Created . Enter any information you have and click Search. Leave fields blank for a list of all values.

P xising e 1
|~ SearchCriteria |

“*Financial Chain Supply
‘:’ PurChaSing Business Unit: = NYTPR

Receipt Number:  begins with ¥

0:0 Rece i pts Bill of Lading: begins with ¥

PO Business Unit: begins with ¥

“* Add/Update Receipts o 0

¢ Click the tab that states:
Find an Existing Value

Vendor ID: begins with ¥

“*Business Unit: NYTPR Recetved Dt

& - - Receipt Status: = v
* Enter either the Receipt
Number Or PO Number Case Sensitive

+**Click Search

Search Clear Basic Search g Save Search Criteria




[=] M2 - Windows Photo Viewer =N NoN >3

File » Print * E-mail Burn v Open - 'é'
Pulty g sted Basurfos b Torvc i Toal
Favorites  Main Menu Purchasing - Receipts Add/Update Receipts

- Seachcrieia
MODIFY ARECEIPT Businessnic. (=¥ NYTPR 3

Receipt Number: | begins with ¥

Bill of Lading: begins with *

PO Business Unit: begins with ¥

* If you enter the receipt
number, that partiCUIar PO Number: contains ¥ | 4834

Ship To Location: | beqgins with *

receipt will populate. Shipment Numbar: begns i ¥

Vendor ID: begins with ¥ « |

* If you enter the PO number, pencer ;e
all of the receipts created Recelpt Status: (= v .

User ID: begins with ¥ « |

for that PO will populate on Case sensiive
the bottom of the screen.
¢ Click on the receipt you N

need to make the

ot FE S O ———p——
adj ust e nt- NYTPFR 0000013308 (blank) NYTPR (blank) 0000004834 Y

NYTPR 0000013307  (blank) NYTPR (blank) 0000004834 ¥
NYTPR 0000013011 (blank) NYTPR (blank) 0000004834 Y

Jelye Ry iy

Search | Clear | Basic Search HSd"z'.:‘svrd'l.hf.:ll'.':lid

NYTPR 0000012805  (blank) NYTPR (blank) 0000004834 Y




MODIFY ARECEIPT

*» Make necessary adjustments
to the receipt.
“*Click Save

{=] M3 - Windows Photo Viewer |i|| “

X
File = Pnnt = E-mail Burn » Open - I@

CUNY /| e

Viety g el Basdsrfes & Serviced Tesl

Fauclhh-:-s Main_M-:-nu 3 F‘urcilasinu 3 R’.ecgipts . Add/Update Receipts

Maintain Receipts

Receiving
Business Unit: NYTPR Receipt Status: Received x
Receipt ID: 0000013308 Add Comments Activities

Header Details Document Status

Select Purchase Order

Receipt Lines

Line |M
1 B AMOUNT 2648.00000 1.0000 7 10000 Received 5011000000 %&5 p 4
ONLY/BLANKET [N

Interface Receipt Interface Asset Information

& Save | &\ Retum to Search ] +[7] Previous in List I +[FNext in List I [=1Notify | % Refresh ] EyAdd I Updmell:lmplayl




) : o8 X

f.-"': [ Add/Update Receipts x \{

< cC 0O ‘ @ Secure | https://fscm.cunyfirst.cuny.edu/psp/cnyfsprd/EMPLOYEE/ERP/c/MANAGE_SHIPMENTS.RECV | ¥¢
25 Apps IQI Office of the Operatic & Google m Per Diem Rates Look- X Exchange Rates - X-F Qther bookmarks

CUNY/irst

Tully bargraned Brwsurces L Services Teol Home Worklist Add to Favontes Sign out

Favorites = Main Menu s Purchasing » Receipts 3 Add/Update Receipts

CAN C E I_ R EC E I PT New Window | Help | Personalize Page

Maintain Receipts

. . Receiving
’:’ C I I Ck the Red X to the rl g ht Business Unit: NYTPR Receipt Status: Received X
Of Rece ived to Can Ce I e nti re Receipt ID: 0000013308 Add Comments Activities

Header Details Document Status

receipt

Receipt Lines More Details Links and Status Item [ Mfg Data Optional Input Source Information

of Device Track to cancel a ffﬁrﬁ@f@ﬁm_ =5

SpElelC Ilne 1 TIESSS?E' 2648.00000 1.0000 [ 1.0000 Received 5011000000 O % b4
ONLY/BLANKET s

* - -
’0’ Can Ce I I n g th e rece I pt Ca-n n Ot ) Interface Receipt Interface Asset Information
be reve rSEd B Save I £\ Retumn te Search I += Previous in List I 4[EINext in List I [E]Netify I %, Refresh I [EsAdd I F=|Update/Display




CANCEL RECEIPT

“»* Message appears
asking you to
confirm cancel

s Click Yes

. 4 Snipping Tool
1
— File Edit Tools Help

TR b 2 O -

(/s @

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)

Yes No
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