
FRS ON-LINE RECEIVING 

MANUAL

FOR REGULAR AND STANDING ORDERS 
ONLY  (RO,S0)



Introduction

¸ Departments that have received FRS System Administrator approval 
may access and use the on-line receiving function. This instruction 
manual is only of use to those departments who have obtained the 
proper security clearance.

¸ Departments who have been granted access are expected to maintain 
their back-up paperwork in organized files that are readily accessible 
to Accounts Payable, Purchasing, and Audit Personnel.

¸ Paperwork which supports the entry of receiving records must bear 
the signature of a department individual who has receiving approval 
authority.

¸ This manual presumes that individuals have a basis knowledge of 
FRS prior to their being trained on the function.         
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Purpose

¸ The purpose of the University of Connecticut FRS On-Line 
Receiving Manual is to train University personnel in the use of On-
Line Receiving procedures.

Receiving Reports are entered to facilitate payment of 3-way match 
purchase orders, wherein the system compares invoices and receiving 
reports to each other and to the purchase order.  At this time, only 
Regular (RO) and Standing (SO) orders require 3-way matching. All 
other orders are part of the on-line Expenditure Approval process 
which is another training manual.
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Entering Receiving Data ïScreen 230 (part1)

¸ 1. Input screen number 230, Enter

¸ 2. Type in P.O. number, Enter

¸ 3. Input the following information on screen 230: 

ïLocationïYour departmentôs assigned code.

ïReceiver IDïThe two or three initials of your name.

ïDateïDate material or services we actually received by Uconn.

ïReceive All/Multiple LinesïOptional, Enter óyô only if you 

wish to receive the entire order in full, or multiple lines in full. 

ïEnter(screen passes to screen 230 part 2)

ïIf óYô is entered proceed to page 9 for further instructions.
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Entering Receiving Data ïScreen 230 (part 1)



Entering on Screen 230 (part 2)

¸ Input the following:

ï UOM (unit of measure) - Must match purchase orders UOM

ï Accepted- Quantity received (donôt forget the decimal point)

ï Quality ïCode denoting quality of accepted goods:

¸ A = Good

¸ B = Fair

¸ C = Poor, but retained

ï StatïReceiving Status Code:

¸ Blank ïIf receiving less than ordered quantity, and no special circumstances 

exist.

¸ óPô= Partial ïFor partial deliveries

¸ óFô = Final ïFor deliveries

ï RejectedïQuantity delivered but not accepted.

ï Quality ïCode denoting action taken with rejected goods:

¸ D = Damaged/rejected. Return to Vendor

¸ E = Damaged/rejected. Discarded
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