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NCAS- Receiving a Line Item

Receiving is the process an agency uses to record goods and services that are delivered. In the NC E-
Procurement process, receiving completes the purchase order lifecycle. A receipt is an
acknowledgement that the goods have arrived and/or the service is complete. Receipt records ensure
that all items on the purchase order were correctly received and accounted for in the financial system.
Once items have been received in the system, the supplier can be paid for their goods or services. Every
purchase order line item should be received in Ariba. Items that are Unit of Measure ‘Dollar’, however,
do not transmit between NC E-Procurement and NCAS. PO failures must be resolved before receiving
can occur.

Depending on the agency, receiving occurs at either a centralized location, known as Central Receiving,
or at the desktop of the requester, known as Desktop Receiving. Ariba allows for both methods of
receipt. The ship-to address on the PO will determine the shipment’s destination and is also associated
with either a central receiving facility or a desktop receiving facility. Each NC agency has determined
which type of receiving best meets its needs.

e Desktop Receiving: The user listed as ‘Created on Behalf Of on the eRequisition receives the
items at their desk. They will open the package, check the product, and then go into NC E-
Procurement to accept or reject the items in the order.

e Central Receiving: Purchase orders are delivered to a centralized location. One user with the
central receiving group associated with that Ship To address then logs into NC E-Procurement
to accept or reject the items in the order.

Receipt Email Notifications: An automated email message is sent to the receiver reminding the user to
receive a specific order when the purchase order is generated. However, it is critical that the receiver
waits until the products have arrived and check the quality and quantity before receiving the order in
Ariba.
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1. Select the ‘Receive’ command from the Ariba Dashboard. This can be accessed using the
‘Manage’ shortcut menu on the Menu Bar, in the ‘Common Actions’ portlet, by clicking on the
eRequisition ID in the ‘My Documents’ portlet, or by conducting a system search for the
eRequisition to be received on.

Home | Help ™ | Logouf

NCE-Prucurgment ARIB A

(@ your service Home Welcome NCAS Requeste

Create Search Manage Recent Preferences

Home Dashboard ] Configure Tsbs [/ Refresh Content

Commeon Actions

/ Create

eRequisition

D Date . From Status Title Required Action

Mo items

AddressMaintenance

UserMaintenance

— Catalog I, 1D: \ Welcome to NC E-Procurement @ Your Service!
\./ Manage 1
- ~ N I ’ Did you know you can check the availability of a vendor's
{ Receive \ eRequisition ~ — - Py . e
~o - punchout catalog? Punchout catalog availability may be
e e e t%? _________ == viewed by visiting http://eprocurement.nc.gov/Buyer
/Punchout_Catalog_Status.html
Receipt Training resources for the NC E-Procurement system are
- : = available at: http://eprocurement.nc.gov/Training.html
i Recently View User Profile
=% RQ18553770 R...g
Requisition AddressMaintenance
Mare...

:i Purchasing Links

E-Procurement Resources R e =—-—= ————mm T T T T TTTTSSSss——— T mm———— —‘51‘.at&5~
—- -~
MNC E-Procurement Portal (\ ¥ | R018553770 Receiving Requisition 3/24/2015 Ordered “/
T = m el - A
__________________________________________ View List... (1)

Customer Service

Punchout Catalog Availability

Reaistered Vendor Search
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2. Alist of purchase orders waiting to be received will appear once you've selected ‘Receive’ under
the ‘Manage’ tab or ‘Common Actions’ portlet. Select the purchase order on which you would
like to receive.

Note: You can also select ‘Search’ to explore the system for a specific purchase order, eRequisition, or
Receipt on which to receive.

.
NCE-Frucurement AR A

@your service

Home

Home | Help ™ | Logout

Welzame MCAS Requastor

h Manage
Receiving Steps
Search for and then select r2qussts for which to recaive or verify items. T enter an 1D to find a specific request, or leave the field . ¥
Selectk 0 e==mT T T T TTTEEE=ad
@ rogst -7 =~ Select the
4
SN [odern | (Search) _ purchase order advanced
Receipt 00 T e e e mm mm == Lo
by clicking the
Recsive Search Results ‘Title, or the
‘ I H

[ Requests returned: 6 Order ID’ link.

order ID ¢ Title Dat Suppliar
(5] summary

MC5000056 ange Order Test Tue, 28 Feb, 2012 Ordered Mustang Aviation Inc

HCAS Reque. Approvable Wed, 7 Mar, 2012 Ordered B.WLWilson Paper Co.

MC5000078 Receiving a Line Item Today, 12:42 PM Ordered QUALITY MOWER & SAW EQUIP, INC

MC5000079 Receiving a Line Item Today, 1:36 PM Ordered UNISOURCE INC

MC5000080 Receiving a Line Item Today, 1:36 PM Ordered Lowe's Harme Centers, Ine,

MCS000081 Testd Parallel 9r Today, 1:42 PM Ordered Shepherd Electric Supply
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I. Accepting Line Items

1. Enter the number of items received in the ‘Accepted’ column. Be sure to enter the items
received based on the appropriate unit of measure. For example, if the purchase order was
issued for 10 each, the receiver will receive based on the unit of measure, each. If the purchase
order was issued for 12,500 dollars, the receiver will receive based on the unit of measure, dollar.

Note: Not all shipments will be received in full. Users may enter a partial receipt by entering the
number of items received in the ‘Accepted’ column. More than one receipt can be entered for the
same purchase order.

Note: If all items have been physically received or the service order has been completed, users may
use the ‘Accept AIl’ button to automatically enter the full amount ordered for each line item in the
‘Accepted’ column.

Note: In some cases, users may physically receive more than what was ordered. In this case, the
user may enter the amount ordered plus the receiving tolerance.

2. Enter the packing slip number in the ‘Packing Slip’ field.
Note: Packing slip information is required for any unit of measure other than ‘Dollar.’
Note: If a receipt approver is required, please see section ‘VI. Adding Approvers.’

3. Click ‘Submit.’

ARIBA* Home | Help 7 | Logout
NCE-Prunourlent

Welcome NCAS Requestar

Receiving Steps Receipt DR10000328: NCS000050 - Receiving a Line Itemn

For a recsipt, indicats the amaunt or quantity to accept or raject for each lins item, and the date recsived. For a milsstone, indicate whether the milestane is comptete™ ~ .. |y
Selsct
B

Select
Receipt
Racsive Close Order: Cves @ nn Date: Today, 1:58 P
[ o —— Pracessing Status: Receiving
@ Additional
Info Order Title: Receiving a Line Ttsm
Intsgration Status: Receipt Mot Pushed
(5] summary
My Labels: apply Label..,
Line Items - Quantity Receiving Needed FiE|
Mo, t Quantity Unit Deseription Prew, Accepted Accepted Rejected  Packing Slip Date Received

whirlpool&® 25.1 Cu. Ft, Side-by-Side Refrigerator

B 3 #3eh o olor: White) ENERGY STARA® E 3 0 12345 Today, 1158 PM =
COMMENTS - ENTIRE RECEIPT
Enter the amount to be accepted in
the ‘Accepted’ column. Also enter
Comments: the proper packing slip.
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Once the receipt has been submitted it will be in ‘Approved’ status and the ‘Integration Status’ will
change to ‘Receipt Pushed.’ Receipts for orders with all lines set to Unit of Measure ‘Dollar’ will have
an integration status of ‘Receipt Push Bypassed.’

Home | Help ™ | Logout

NCE-Prncurement ARIEB A

Welzame MCAS Requaster

- ~
DR10000660 - Receipt for NC5000152 ( Status: Approved ;
~ N e ———— -

These are the details of the request you selected, Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request, Review ¥

e )
m approval Flow | Histary

Closs Order: Mo Date: Tadsy, 2136 PH
Order ID: HCEnON1S: Pracessing Ststus:  Frocssssd
oreerTifle: T T T Recelvimaw Lige Item

N

'\ Inteqration Status:  Receipt Pushed

~ -
My Taleles & —Apslyamsbe|= ~

Line Items Received By Quantity i}
Wo. © Quantity Unit Description Prev. Accepted Accepted Rejected Packing Slip Date Received
1 [ each Solid Laminated Tire, 6 x 9 x 20 1 3 0 12345 Today, 2:38 PM

Note: Users will receive an email after a receipt is transmitted to NCAS. If the receipt does not pass
validation in NCAS, users may receive two emails. The first email is sent to let the user know the receipt
has successfully transmitted to NCAS. The second means that the receipt failed to pass NCAS

validation.

The ‘Integration Status’ can also be seen on the ‘Receipts’ tab of the requisition or purchase order.
Receipts that are in ‘Composing’ status and have not been submitted will have an integration status of
‘Receipt Not Pushed.’ If a receipt fails NCAS validation the status will appear as ‘Receipt Push Failed.’

Home | Help 7| Logout

ARI1BA*
_ALCHM“W
(@your service Home welcome NCASRequester NCASRequester

B Creste  Search  Manage  Recent  Preferences

Status: Receiving

NC10075479 - Untitled Requisition

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and ... ¥

[ @sack )
Summary Approval Flow Receipts History
= =
7 ~

Receipt ID 1 Title Order ID Order Title Date Status 4 Integration Status N

DR12430933 Receipt for NC10075479 NC10075473 Untitled Reguisition Today, 2:24 PM Approved \ Receipt Pushed 7

DR12480997 Receipt for NC10075479 NC10075479 untitled Requisition Composing N Receipt Not Pushed _ 7

S ="
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Note: Once a receipt is submitted, the subsequent receipt is automatically created. This new receipt can
be edited, but the user will not be able to submit it until the previous receipt has passed NCAS validation
or has been approved/denied (if applicable).

Home | Help ™ | Logout

.
NCE-Prncurement AR1E A
—— @you service Home

= Create Search Manage Recent Preferences

Walcome NCASRequester NCASRequester

If a receipt is submitted

Receiving Steps Receipt DR12481039: NC10075479 - Untitled Requisition . )
o () o o s o e e s e i o e s - before the previous receipt
@ =, has passed NCAS
[0 The pravious raceipt is in tha procass of being pushed. A new raceipt can ba submittad only after the pravious racaipt is pushad. . . . .
Rz validation, this error will be
(5) Addidonal displayed.
[4) summary
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ll. Rejecting Line Iltems

If a receiver received damaged or incorrect products in an order, he or she may opt to reject those items
using the ‘Reject Items’ functionality. The rejection field is not stored in NCAS and is strictly for internal
purposes only. This field may be referenced by users at a later date to determine why the full amount of
the purchase order was not received. When rejecting a shipment, users can enter comments as to why
the line item is being rejected to serve as a reference in the future.

1. Enter the amount to reject in the ‘Rejected’ column. Remember, this information is not stored in
NCAS.

Note: Do not enter a packing slip number when rejecting a line item.

2. Click ‘Next.’

Home | Help ~ | Logout

NC ARIB A
E-Procurement
@ynur service Home

Welcame NGAS Requestar

= Create Search Manage Recent Preferences
- ~
Receiving Steps Receipt DR10000329: NC5000080 - Receiving a Line Item ﬁ ﬁ
For a receipt, indicate the amount or quantity to acoept or reject for each line item, and the date received. For @ milestone, indicate whether the milestons is complets ., |y
Select
Request
Select
Receipt
Receive Close Order: Oves @no Date: Today, 1:58 PM
arder 1D: MCSA0a060 Processing Status:  Receiving
@ Additional N L .
it order Titls: Receiving a Line Itern
Integration Status: Recsipt Mot Pushed
[5) summary

My Labels: Apply Label.,

Line Items - Quantity Receiving Needed R
Mo, + Quantity Unit Description Prew. Accepted Accepted Rejected  Packing Slip Date Received

WwhirlpoolA® 25.1 Cu. Ft, Side-by-Side Refrigerator
1 3 cach e 4 N o 0 3 | [Today, 1:50 FM iz

(Color: White) ENERGY STARA®

COMMENTS - ENTIRE RECEIPT

comments: Enter the amount to be
rejected in the ‘Rejected’
column.

ATTACHMENTS - ENTIRE RECEIPT

Add Attachrment
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3. Enter a comment in the ‘Rejection Reason’ field as to why the items are being rejected (e.g.,
Items received were broken).

4. Click ‘Next.’

Note: Users may opt to skip the ‘Additional Information’ page in the future by checking the box beside
‘Always go directly to the summary page.’ Users will still be able to enter a rejection reason; however,
it will be added directly on the ‘Summary’ page. For more information on resetting default preferences,
reference the Reset Default Preferences Process Guide.

AR B A* Home | Help ~ | Logout
NCE-Frucurement
@ynur service Home Welcome MNCAS Requester

Manage

- ~
Receiving Steps Receipt DR10000660: NCS000152 - Receiving a Line Item m m
Enter additional infarmation about this item. You may be asked to add asset data for certain types of items, or rejection comments if you are rejecting The ftem.
REEN
Line Ttem No.: 1
Recaive Quantity: 3
additional Description: Salid Lamninated Tire, 6 x 9 x 20
Info Prev. Accepted: 1 . )
DI Acoepted: 0 Enter the reason for rejection.
Rejected:

1
Date Received: Today, 2:19 PM (2]

Iterns received were broken, M

Rejection Reason:

- -

~ o - -

"""" 3 =) ChaD G
—
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5. The ‘Summary’ page will be displayed. Review the information and click ‘Submit.’

Home | Help ™ | Logout

NCE-Prunurement ARIEB A

@your service Home Welcame MCAS Requester
N
Receiving Steps Receipt DR10000660; NCSN00152 - Recsiving & Lins Ttam m m
Review the receipt or milestone, make changes as necessary, and then submit it for approval, S &
E] Select
Receipt
Recsivs
Closs Ordsr: Date: Today, 2119 PM
[3) Additional Oves G . ;
Info J— e Processing Status:  Receiving
@ Order Title: Receiving a Lins Item
Summary
Intsgration Status: Receipt Not Pushed
My Labels: 1 Apply Label..,
Line Items - Quantity Receiving Needed m
Wo,  Quantity Unit Description Prev. Accepted  Accepted  Rejected  Packing slip Date Recelved
1 6 sach  Solid Laminated Tire, 6 x 9 x 20 1 o e | ] | [Today, 2118 PM |

Ttemns received were broken.

Rejection Reason:

Once the receipt has been submitted it will be in ‘Approved’ status and the ‘Integration Status’ will
change to ‘Receipt Pushed.” Receipts for orders with all line items set to Unit of Measure ‘Dollar’ will
have an integration status of ‘Receipt Push Bypassed.’

NC ARIB A Home | Help ™ | Logout
E-Procurement
- service Welcome MCAS Requestor
Receiving Steps Receipt DR10000329: NC5000080 - Receiving a Line Item Exit
These are the details of the receipt you selected, If the receipt has not been processed by the systern, and if you have the appropriate permission, you can edit and change ... g
Select
Receipt
4 =]
Receive
Info
Close Order: Mo Date: Today, 9:36 AM
E] summary Order ID: MC5000080 Processing Status:  Processed
Order Title: Receiving a Line Item
Integration Status: Receipt Pushed
My Labels: E]  apply Lsbel...
Line Items Received By Quantity R
Mo, + Quantity Unit Description Prev, Accepted Accepted Rejected Packing Slip Date Received
1 3 gach WhirlpoolA® 25.1 Cu. Ft. Side-by-Side Refrigerator (Color: White) ENERGY STARE® 0 1 1) 12345 Today, 9:36 AM
Exit
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[ll.  Reopening a Closed Order

Once an order has been fully received or the ‘Close Order’ option has been set to ‘Yes’ in Ariba Buyer,
the status of the purchase order will be ‘Received.” This indicates that the order has been completed
and is closed in NC E-Procurement. Users may reopen a closed order by following the steps below:

1. As the specified receiver on the purchase order, select the ‘Receive’ command from the Home
Dashboard.

ARIB A" Home | Help | Logout
NCE-Prunurement
@yaur service Welcome MCAS Requestar

Preferences

Recsive =
Home Dashboa?’ || configure Tabs  {L Refresh Content

Common Actions

j Create

eRsquisition

jisl Date 4 Frorn Status Title Required Action

Mo items

= Manage

Receive

Reports Catalog Order 10: [ Welcome to NC E-Procurement Version 2.0!

eRequisition Legacy Document Id: l:l Dan't forgot to wisit the NCEP Home Page to find Job-Aids and Training
Opportunities,

Recently Yiewed Purchase Order

~ :! Purchasing Links
~=%r NCS000079 Re..ga Receipt % My Labels 2 g
tine frem MCAS Requastor Label (1) E-Procurement Resources
RQZ0000663 User Profile
MNC @ Your Service Portal
Test3_Parallel_9r NC @ Your Service Portal
More... e .
RO20000643 R0 a ustomer Service
Line Item

Punchout Catalog Availability

RQ20000657 U...d Registered Vendor Search
Requisition

RQZ0000322 D...a

o Purchasing Sites of Interest
Requisition

Purchase & Contract
IT Procurement

[Term Contracts Link

2. Setthe approvable type you would like to search by, and then populate the free-text field next to
the ‘Search’ button with that approvable ID (eRequisition/Purchase Order/ Receipt ID). Click

‘Search.’
. ome | Help 7 | Logou
NCE-Prunurement ARIBA H Help ™ | Logout

@yaur service Home Welcome MCAS Requestor

eate

Manage

Receiving Steps
Search for and then select requests for which to receive or verify items. To search, select a request type and then snter an 1D to find a specific request, or leave the fisld .. g
Select
Request
[orderio ]| | advanced
Select
Receipt
(3) Receive Search Results
(4 I’“ndf‘i‘t'u”a‘ Requests returned: 4
Order ID 1+ Title Date Created Status Supplier
(5] summary
MC5000056 Change Order Test Tue, 28 Feb, 2012 Ordered Mustang Aviation Inc
MC5000076 NCAS Requestar Approvable wed, 7 Mar, 2012 Ordered B.W.Wilsan Paper Co.
MC5000080 Receiving 3 Line Item Today, 1:36 PM Ordered Lowe's Home Centers, Inc,
MC5000081 Testd Parallel 9r Today, 1:42 PM Ordered Shepherd Electric Supply
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3. Click the ‘Reopen Order’ button. The status of the purchase order will update from ‘Received’
to ‘Receiving.’

Home | Help ™ | Logout

NCE-Prunurement ARIB A

@your service Home Welcome MCAS Requestor

= Create Search Manage Recent Preferences

Receiving Steps ERP Order NC500007%: Receiving a Line Item

Seleg) areeeit tT WOk On or view, T, framhasizgd, a milestone to verify. To select an item in the list, click its ID.
Select = =
- ~

Request N
( B This order is currently closed for receiving. 7 mmT T == - o
sole . >
Receit R y'su.neid Lo rice_l-ve_adilt\onal_\tims;riopint_he_ar‘r. ( - gopen Order .
Receive RECEIPTS - NO APPROYAL NEEDED
@ Additional
Info
[5] summary Receipt ID 1+ Order ID Date Status
DR10000330 HC5000079 This message Today, 4:09 PM approved
indicates that the
Order 1D: NC5000073 order is Currenﬂy
Version: 1
. closed and must
Title: Receiving 3 Line Itermn
Supplier: UNISOURCE ING be reopened for
Contact: UNISOURCE INC additional
Encumbrance Status: Encumbered P
Close Order: Order Closed For Receiving reCGlVlng "

Order Transmitted to Supplier?

My Labels: fpoly Label..

Note: Once you click ‘Reopen Order’ there will be a new receipt in ‘Composing’ status to be used for
further receiving. Click the ‘Receipt ID’ to view the receipt and continue. If the user is reopening an
order to create a change on the purchase order, they will need to submit a receipt unreceiving items, with
‘Close Order’ setto ‘No.” See section ‘IV. Backing out Previously Accepted Items/ Unreceiving
Items’ for more information on unreceiving line items.

Home | Help ~ | Logout

NCE-Prucurement AR1E A

@yaur service Home Welcome MCAS Requestor
[ Create Search Manage Recent Preferences
NC5000079 - Receiving a Line Item Status: Receiving
These are the details of the request you selected, Depending on its status, yau can edit, change, copy, cancel, or submit the request far appraval. Yau may alsa print the details of the request, Review v
0 sack

Summary | Approval Flaw Histary

Receipt [0 1 Title Order ID Order Title Date Status
DRL0000330m = = = = eI ST T T T T T T T Wosgooore | Recewving a Line lerm T T T = T, TP = = = - Aparoygd | _
DR1000D333 Receipt for NC5000079 NC5D00079 Recsiving a Line Item Today, 4:15 PH Comnposing P
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IV. Backing out Previously Accepted Items/Unreceiving ltems

If an incorrect amount was accepted or if the user needs to unreceive items for any reason, users will
have the ability to back out the previously accepted line amount(s). This is also known as “negatively
receiving” or “unreceiving” line items. Users can follow the steps below to back out previously accepted
items.

Note: If the order has been fully received, the user will need to reopen the closed order before following
the below process. Reference ‘Section III’ for instructions on reopening a closed order.

1. Enter the amount to unreceive as a negative number in the ‘Accepted’ field (e.g. -1). A user
cannot unreceive more than has previously been received.

Note: Rejecting and Unreceiving are not the same thing. When an item is unreceived or “negatively
accepted,” this information is passed to NCAS and the total quantity received in NCAS is reduced.
Rejecting items is simply for internal purposes and does not transmit to NCAS.

2. Enter the packing slip number that was originally used to receive the item in the ‘Packing Slip’
field.

Note: If a value is not entered in the packing slip field before clicking the ‘Next’ button, previously
used packing slips that have not yet been unreceived will be displayed on the screen for your use. A
packing slip does not need to be entered when receiving or unreceiving line items with the Unit of
Measure set as ‘Dollar.’

3. Click ‘Next’.

Home | Help ~ | Logout

NCE-PrDDUI’ﬂI‘IEI’It ARIB AT

@vour service Home Welcome NCAS Requestor

Manage Recent Freferences

Receiving Steps Receipt DR10O00333: NC5000079 - Receiving & Line Them

Select
Request

Select
Receipt

(3) Receive Close Order: Oves @no Date: Today, 4:15 PM Choose ‘No’
Order 1D: NC5000073 FroTee=: fus: Receiving for ‘Close
8] f‘nd;ﬂm"a' Order Title: Receiving a Line Item Order’ |f you
Integration Status: Receipt Not Pushed .
(&) summary B ! do not wish to
My Labels: Apply Label... .
close this
order to
Line Items - Quantity Fully Received I’eceiving_ JEEET}
Wo. ¢ Quantity Unit Description Prev, Accepted A ccHTTET—RETETTET—FaTRTIT =TT Date Received
WIND SHEAR 3000 BLOWER/DRYER 3 SPEEDS -
1/ 3 3N CTACKABLE STORAGE 3 ANGLE ADIUSTMENT 3 L 0 12345 Today, 4:15 P &
The total COMMENTS - ENTIRE RECEIPT
guantity
ordered can be . .
seen in the The total amount previously received for
‘Quantity’ Comments: this line item can be seen in the ‘Prev.
R i Accepted’ field.

ATTACHMENTS - ENTIRE RECEIPT
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4. Review the entered information on the ‘Summary’ page and click ‘Submit.’

Note: Users may click ‘Submit’ on the previous page; however, they will not have a chance to review
the information entered for this receipt.

Home | Help ~ | Logout

NCE-Prncuremenl ARIB AT
@

your service Welcome NCAS Requester

-
Receiving Steps Receipt DR10000660: NCS000152 - Recsiving a Line Ttem m m
. . N ——
Review the receipt or milestone, make changes as necessary, and then submit it for approval,
Selsct
Receipt
Receive
_ Close Order: Date: Today, 2:19 P
Additional ase Drder Oves @mo
Infa order 10: NCSO001S2 Processing Status: Receiving
@ Order Title: Receiving a Line Item
Summary
Integration Status: Receipt Not Pushed
My Labels: 1 Apply Lshel...
Line Items - Quantity Receiving Needed m
Mo. + Quantity Unit  Description Prev. Accepted  Accepted  Rejected  Packing Slip Date Received
1 5 each  Solid Laminatsd Tire, 6 x 9 x 20 1 1 | o | 12345 | [Today, 219 Pm |

COMMENTS - ENTIRE RECEIPT

Cormnments:

ATTACHMENTS - ENTIRE RECEIPT

Add Attachrment
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V. Manually Closing an Order

Users assigned the proper roles will have the option to close purchase orders manually in NC E-
Procurement without submitting a receipt. A ‘Close’ button will appear and gives users three options:

e Close Order For Change — Prevents users from changing the order in the future. Users will
still be able to receive on the order until it is fully received.

e Close Order For Receiving — Prevents users from receiving on the order in the future. Users
will still have the option to change the order.

e Close Order For All Actions — Prevents user from changing or receiving on the order.

Note: Manually closing a purchase order in NC E-Procurement via the ‘Close’ button does not integrate
with NCAS.

1. To access the ‘Close’ button, users will search the system by entering the purchase order
number into the ‘Order ID’ field of the ‘Search’ portlet.

Note: Users can also search for the purchase order using various search filters by selecting ‘Purchase
Order’ under the ‘Search’ tab.

A RIB A* Home | Help ™ | Logout
NCE-Prucurement

(@ your service Home Welcome NCAS Requester

Search  Manage Recent  Preferences

o  Purchase Order || Configure Tabs ([ Refresh Content

sRequiftion

Date o Fram Status Title Required Action
j Create e —————— -

; ~ Mo ftens
eRequisition -~ S

Manage

it Search
Receive
Reports II Catalog Welcome to NC E-Procurement Version 2.0!
1 CoaEHEn Don't forget ta visit the MCEP Home Page to find Job-Aids and Training
1 Oppartunities.,
\
Recently Viewed \ Purchase Order
% NCS000152 Re..ga 3y N Receipt
Line Ttem N
Usdy Ryofile
RG20001709 R..g & ~
Line Tt=m S~
Maore... =
WCS000146 Re.ga
Line Item
ROZ0001206 R...g a ii My Documents
Line Item pie} Title Date 4 Status
RQZ0001686 T... for ¥| ROZO00O1708 Recelving a Line Item 4/4/2012 Ordered
Owerview
| RO20001666 Test eRequisition far Overview a/afz012 Ordered
¥ | ROzO0D1627 Untitled Requisition 4/a/2012 Submitted
:i Purchasing Links | R020001208 Receiving a Line Iterm 4/3/2012 Receiving
[E P — ¥ ROZ0001190 Test eRequisition - Punchout Catalogs 4/3/2012 Compasing
. 020001088
NC @ Your Service Portal ¥ RO20001036 Test eRequisition to Edit 4/z/2012 Submitted
. e Ro20001041 Untitled Requisition 3/28/2012 Ordered
Custorner Service
¥ | R020000957 Test Close Button 3/26/2012 Received
Funchout Catalog Availability
¥ R020000948 Test eRequisition 3/23/2012 Camposing
Reaistered Wendor Search
Wiew List ... (9]

Purchasing Sites of Interest

Purchase & Contract
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2. The search results are displayed. Click on the Order ID or Title of the order you wish to close.

Note: The same screen is displayed without returned Search Results or information in the Search Filters
if you select ‘Purchase Order’ from the ‘Search’ tab on the Home Dashboard. Enter the search criteria
for the purchase order you wish to close and click ‘Search.’

Home | Help ™ | Logout

NCer ¢ ARIE A )
S ET I ome Use the search filters to locate Walcoms HGAS Requssier
Create the purchase order you wish

-, Search Type: |Purchass Order v to close.
Purchase Order Change the search criteria or nam‘eWEamh
view Al «

Search Filters Search Options

< My Labsls
pp— rder Title: Recsipt Date [any receipt)i | Mo Choics
4 N order 10 NCS000152 Receipt ID (any receipt):
<7 Wiy SEe] SIS Date Ordsred: Mo Choice Receipt Status {any receipt): |No Choice &
Mo Items Entity: 41 [ seleat Requester: NCAS Reguester [ select |
o 4 3 sRequisition 10 Status:
< Public Saved Searches ; ine itern:
———— Supplier (any line tem):  {select a value) [ select]

Ne Itermns

search Results Found 1 itsm |
[0 Legacy DocumentID + Order ID Type Title Status  Date Created  Supplier Name Total
- T==~a GREGORY
- ~
V2 [ . . > POOLE
eceiving & Line Iterm rdere nday, 11: .

O NC500015 R Lins It 7 Ordered Today, 11:12 AM $656.85000 USD

~ . EQUIFMENT

S~o - co.

@

3. Click the ‘Close’ button at the top of the screen displaying the purchase order.

N ARIB A* Home | Help ™ | Logout
CE-Procurement
- @your service Home Welcome MCAS Requester
= te e Manage Pr
NC5000152 - Receiving a Line Item Status: Ordered
These are the details of the request you selected. Depending on its status, vou can edit, change, copy, cancel, or submit the reguest for approval. You may also print the details of the request. Review | ¥

- =
e h I D )
Approval Flow Receipts History

Order ID: WC5000152

Version: 1

Title: Receiving s Line Ttermn

Supplier: GREGORY POOLE EQUIPMENT CO.
Contact: GREGORY POOLE EQUIPMENT CO
Encumnbrance Status: Encurnbered

Close Order: Qpen

Order Transmitted to Supplier?

My Labels: 8 Apply Label..,
Line Items (1) Show Details [
Type  No. ReqlD Qty  Unit  Description Supplier Part Number Price Tax Amount

1 RQ20O001709 3 each  Solid Laminated Tire, 6 x 9 x 20 210-003WG $109.475 USD $0.00000 USD $656.85000 USD

Total ordered: $556.85000 USD
PAYMENT TERMS
D oo
Title: N30
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4. Select the correct option from the ‘Close Order’ drop-down menu and click ‘OK.” Comments can
also be added at this time.

Home | Help | Logout

ARIBA*
_/\_/_Cﬂ’rﬂ@em

@yaur service Home Welcome NCAS Requester

Manage

Close Order

Enter comments explaining the close order process

‘ou chose to close UTELNQSIJ_DQLSA -

-

~
td T
Close Order, ~ iClose Order For Change  i%| |

Close Order For Receiving

Close Order For Al Actions 7
~ ’

-
\\‘— - '\

Comments:

Insert comments to be added
to the purchase order.

-~ =~
(o0 )

Note: When an order is closed via the ‘Close’ button on the purchase order, a receipt is created with ‘0’
items Accepted or Rejected, the ‘Close Order’ option set to ‘Yes’, and an ‘Integration Status’ of
‘Receipt Pushed.’ The information is not integrated with NCAS. The ‘History’ tab displays two additional
lines of information, one stating ‘Order Closed’ and the other ‘Received’ with an ‘Amount accepted:
$0.00 USD.’

Home | Help ™ | Logout

NCE-Prucurement ARIE A

@vour service Home

Welcome MCAS Requester

Manage  Recent  Prefe
NC35000152 - Receiving a Line Item Status: Receiving
These ars the details of the raquast you selsctsd, Dapending on its ststus, yau csn sdit, change, copy, cancel, or submit the requsst far spproval. Yoo may slso print the details of the raqusst, Revisw . g

[@8a Reopen )
Sumrmary | Approval Flaw | Receipts m

Date 1 _ _ o oo — = = = MM T T W0 T T T WM — = =
¢ Today, 1:26 PM Ariba System Received Amount accepted: $0.00 USD, == >
= TodesLiZERM _ NCAS Requester NCAS Requester  Order Closed order Closed. == -
Today, 1118 FM  NCAS Requestsr TCRS Remuester TrferReonined Order Reonened,
Taday, 115 FM NCAS Requsster  NCAS Requsster  Order Closed Order Clossd. Cormments |
Today, LS FM Ariba Systern Beceived Arount accepted: $0.00 USD,
Today, LiL4 PM NCAS Requester NCAS Requester Order Reapened  Order Reapened.
Today, 1113 PM  NCAS Requester  NCAS Requester  Order Clased Order Closed.
Taday, 1113 M Aribs Systam Fecsivad Arount accepted: $0.00 USD,
Taday, 11513 AM Aribs Systam Grdered Order NCSAD152 was sussessflly sant by smail b GREGORY POOLE EQUIPMENT 0O, 1 GREGORY POOLE EQUIPMENT CO.
Today, 11512 &M Ariba System Ordered Order NCS00015Z was successfully sent to NCAS.
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5. To reopen an order that has been manually closed to receiving or all actions, search for the
purchase order and click the ‘Reopen’ button.

NCE-Prunurement ARIE A Home | Help 7| Logout
- @your service Home

Welcame MCAS Requester

NC5000152 - Receiving a Line Item

Status: Receiving

These are the details of the request you selected, Depending on its status, you can edit, change, copy, cancel, ar submit the request for appraval, You may also print the details of the request, Review ¥

-~

e ( )
m Approval Flow | Receipts | History

Order ID: KC5000152

wersion: 1

Title: Receiving a Ling Item

Supplier: GREGORY POOLE EQUIPMENT CO,

Contact: GREGORY POOLE EQUIPMENT CO

Encumbrance Status: Encumbered

Close Order: Order Closed For Receiving

Order Transmitted to Supplisr?

My Labels: £ Apply Label...

Line Items (1) shew Details  [T1]
Type  No. ReqlD Qty  Unit  Description Supplisr Part Humber Price Tax Amount
1 ROZOOOI7OZ [ each  Solid Laminated Tire, 6 % @ » 20 210-003WG $109.475 USD $0.00000 USD $A56.65000 USD

Total ordered:  $656.85000 USD
PAYMENT TERMS

jieh) ooa
Title: N30
Description:  PAY TN 30 DAYS

CONDITIONS OF PURCHASE

Conditions:  Terms and Conditions
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VI. Adding Approvers to a Receipt

Users are able to manually add an approver or approvers to a receipt.

1. After entering the number accepted and the packing slip info, click ‘Next.’

NCE-PI’DI:IJTEIIIEI’II ARIB A

@vour service Home

[ Create Search Manage Recent Preferences

Receiving Steps Receipt DR12480997: NC10075479 - Untitled Requisition

Home | Help " | Logout

Welcome NCASRequester NCASRequester

s
() 8 aEn &

Intsgration Status:  Receipt Not Pushed
(5] summary
My Labels: ) Apply Label...

P
For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. For a milestone, indicate whether the milestane is complete i fFe date oy
Select
Request
Select [ ot Al ]
= ‘Accept AT
(@) Receive Close Order: Oves ®no  Date: Togay, 254 PM
Order 10 NC10075479 Processing Status:  Receiving
(@) Addiional TR
Info Order Title: Untitled Requisition

Line Items - Quantity Receiving Needed

No. T Quantity  Unit  Description

1 6 each  Solid Laminated Tire, 6 x 9 x 20 1

Prev. Accepted

Accepted Rejected Packing Slip Date Received

3 0 12345 Today, 2:54 PM

2. Click on the ‘Approval Flow’ tab.

.
NCE-Prncurgmenl ARLE A

@vour service Home

Create Search Manage Recent Preferences

Receipt DR12480997: NC10075479 - Untitled Requisition

Home | Help " | Logout

Welcome NCASRequester NCASRequester

Review the receipt or milestone, make changes as necessary, and then submit it for approval.

Select R
Request - =~ N
Approval Flow
Receipt S—_———
Close Order: Date: Today, 2:54 PM
(3] Receive Order 10: NCL0075473 Processing Status: Receiving
(a) Additional Order Title: Untitled Requisition
Integration Status: Receipt Not Pushed
(5] Summary My Labels: [) Apply Label...

Line Items - Quantity Receiving Needed

No. t Quantity Unit  Description

1 3 each  Solid Laminated Tire, 6 3 9 x 20 1

Prev. Accepted

Accepted Rejected Packing Slip Date Received

Today, 2:54 PM

3 0 12345
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3. Click the ‘Add Approver’ button.

NCE-Prunuremenl ARIB A

Home | Help ~ | Logout
@vour service Home

welcome NCASRequest=r NCASRequestar
B Create  Search  Manage  Recent  Preferences
Receiving Steps Receipt DR12480997: NC10075479 - Untitled Requisition

Review the receipt or milestone, make changes as necessary, and then submit it for approval.
Select
Regquest

. EMUER Approval Flow
cle

Receipt
Legend: [1] Active

(3] Receive
ol »I”\ndfgimnal DR12480997 —@ NCASRequester NCASRequester J—!— Approved
(5] summary - <

4 \

\ [2dd Appraver

~ 4

_—— -

4. Select the approver and where they should be added in the approval flow, and click ‘OK.’

Home | Help ~ | Logout
ARIB A*
NCE-Prnnllremenl
LV L= TTOCHTEm
@vour service Home Welcome NCASRequester NCASRequester
[ Create  Search  Manage  Recent  Preferences

Receiving Steps Receipt DR12480997: NC10075479 - Untitled Requisition

Review the receipt or milestone, make changes as necessary, and then submit it for approval.
Select
Request

Summary [EEGRTAET RS R
Select
Receipt

P o
@) ez Add approver to approval Hnw(\* o‘
@ s Add thie approver as: S Rl W \ The approver should be
Info Provide a reason: selected using the

drop-down menu.
Legend: [I] Active
DR12480997 —|E| NCASRequester NCASRequestar (@) |—I’ Approved

(5) summary

Select the position
@ Add approver in parallel to the entire approval flow Where the approver
(2 Add spprover treforathemsetectedapprorern the sppcoval flow_

~4&— | should be added.

Note: Approvers should be added after the system generated approver.
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5. The approver has been added to the receipt approval flow. Click ‘Submit.’

Home | Help " | Logout

Welcome NCASRequester NCASRequester

NCE-Prunlllemenl ARIB A

@vour service Home
- -~

B Create Search Manage Recent Preferences
[ AETmIN = |

Receipt DR12480997: NC10075479 - Untitled Requisition

Receiving Steps

Review the receipt or milestone, make changes as necessary, and then submit it for approval.

Select

Request
Summary Approval Flow
Select

Receipt
Legend: [I] Active Pending |

(3] Receive o
@ »]Qdfdltmﬂﬁl DR12480397 [1] ncasrequester NCASRequester ReceiptApprover ReceiptApprover E
nfo
] O]

[

Add Approver ] [ Delete Approver

New approver was added successfully.

(5) summary
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VIl.  Approving or Denying Receipts

Receipt approvers can chose to approve or deny a receipt.

1. Receipts that need to be approved will appear in the

‘To Do’ portlet. Click the ‘Receipt ID.’

NCE-Pruuur_ement AR B A

@yam’ service

Home

Create  Search  Manage  Preferences

Home Dashboard

:: Common Actions

1D, e - Date + From Status Title Required Action
j Create — =~
| € pRizsspsar 6/6/2013 NCASRequester NCASRequester Submitted NC10075479 Approve
AddressMaintenance h B ———
View List... (1}

Home | Help ~ | Logout

Welcome ReceiptApprover ReceiptApprover

7 configure Tabs ) Refresh Content

UserMaintenance

Manage
Recsive eRequisition o
Reports s ord
urchase Order
Receipt Q
LY
: Recently Viewed User Profile

= AddressMaintenance

UserMaintenance

More...

:i Purchasing Links

Welcome to NC E-Procurement @ Your Service!

Archive NC E-Procurement is available in ‘view-only’ status to allow
access to requisitions and purchase orders created prior to July 2012.

Training resources for the new NC E-Procurement system are available
at: http://eprocurement.nc.gov/Training.html

Note: Receipts that need to be approved can also be accessed by going to ‘Manage,’ then ‘Receive,’

and searching for the Requisition ID, Order ID or Receipt ID.

2. Click ‘Approve’ or ‘Deny’ accordingly.

NCE-Prncurgmenl ARIEB A

(@ your service Home

(I} Create Search Preferences

Manage

DR12480997 - Receipt for NC10075479

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may alsa print the details of the request. Review your request

Home | Help " | Logout

Welcome RecsiptApprover Recsiptapprover

Status: Submitted

Integration Status: Receipt Not Pushed

My Labels: 1 Applv Label...

(@zax (Berd )
Approval Flow  History

Close Order: No Date: Today, 2:54 PM

Order ID: NC10075479 Processing Status: Receiving

Order Title: Untitled Reguisition

Line Items Received By Quantity

No. t  Quantity Unit Description Prev. Accepted

1 6 each Solid Laminated Tire, 6 x @ x 20 1

Accepted

Rejected Padking Slip Date Received

3 1} 12345 Today, 2:54 PM
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3. If areceipt is denied, comments on why the receipt was denied are required.

Home | Help * | Logout

NCE-Prnnuremenl ARIB A

@vour service

[ Create Search

Deny - Comments

Enter a comment axplaining why you are denying the request; other users will se your comments. To move denied items out of your To Do list, archive the document te the default Archive Items folder or select

Home

Manage

You chose to deny DR12481039.

Recent Preferences

Comments:

[T] Archive items to label:

Archive Items ~

Welcome RecaiptApprover RacaiptApprover

4. Once areceipt has been denied, it cannot be re-submitted. The ‘Denied’ receipt should be left
as-is and the receiver should enter valid information on the new receipt in ‘Composing’ status.

Home | Help ” | Logout

@vour senvice Home

NCE»Pmnmemenl ARIB A

RQ16894940 - Requisition

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired action(s).

Creste  Search  Manage  Recent  Preferences

Welcome NCASRequ:

Status: Receiving

[oasck

Summary | Approval Flow

Orders @

Receipt ID 1
DR12481215

DR12481216

Title
Receipt for NC100)

Once a receipt has been

‘Denied’, a new receipt will
Date Status

be created in ‘Composing’ e e
P cene

Receipt for NC100}

status. o compoing

Integration Status
Receipt Not Pushed

Receipt Not Pushed
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