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 thelore 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 backup 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.



Purpose

The purpose of the University of Connecticut FRSLOre
Receiving Manual is to train University personnel in the use ef On
Line Receiving procedures.

Receiving Reports are entered to facilitate paymentvwahyd 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 requivea§ matching. All

other orders are part of the-bne Expenditure Approval process

which is another training manual.



Entering Recelving Data i Screen 230 (party)

1. Input screen number 230, Enter
2. Type in P.O. number, Enter
3. Input the following information on screen 230:

I LocatoniYour departmentds assigne
I Receiver IDT The two or three initials of your name.
I Datel Date material or services we actually received by Uconn.

I Receive All/Multiple Linesi Opt i onal , Enter 0
wish to receive the entire order in full, or multiple lines in full.

I Enter(screen passes to screen 230 part 2)
i1 f 6YO6 iIis entered proceed to g



Entering Receiving Data i Screen 230 art 1)

4 2 - FRS (UCOMNVYM.UCONN. EDU)
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230 Receiving Report Create (Part 1)
(uc)
Screen: Vend: VO0OO0O565670 PO: D817354 Inv: Line: 002

PO Dt: 01-09-08 Doc Type: RO FOB: DA
Ref No.: Z977322 Buyer/Phone: 004 Route:
Start Dt: 00-00-00 End Dt: 00-00-00 Deliver Dt: 01-25-08

Deliver-to Address

CHEMICAL, MATERIALS & .

BIOMOLECULAR ENGINEERING DEPT . Enter Receiving Data:

ATTN: SUSAN SOUCY / CLM . Location:

ROOM 204 . Receiver ID: o

191 AUDITORIUM ROAD UNIT 3222 . DATE(no dashes): 00000000
STORRS CT . (mmddyyyy)
06269-3222 . Enter date goods/services were.
Phone: 860 486 4021 Ext: 2928 . actually received by UConn.

Contact: C.B. CARTER / CLM . Receive All/Multiple Lines: _
Campus: 01 Div: 01
School: 25 Dept: 21680

Delete: O Freeze: 0 In Process:




=rterirg or Screern 2

Input the following:
i UOM (unit of measure) Must match purchase orders UOM

i Accepted- Quantityreceivedd o n 0t f or get )t he de
i Quality T Code denoting quality of accepted goods:

A = Good

B = Fair

C = Poor, but retained
I StatT Receiving Status Code

BlankT If receiving less than ordered quantity, and no special circumstances

exist.
0 P 6 = PForpariiabdeliveries
0 FO6 =i Féridelieres

I Rejectedi Quantity delivered but not accepted.

I Quality i Code denoting action taken with rejected goods:
D = Damaged/rejected. Return to Vendor
E = Damaged/rejected. Discarded



