Introduction
Lesson Description:
This lesson is designed train Shoppers and Requesters how to use Desktop Receiving to indicate when they have received the items they requested.    
Objectives:
· Define Desktop Receiving
· Identify how to create a Desktop Receipt
Accompanying Materials:
· Desktop Receiving_PPT
· Desktop Receiving_Job Aids
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Desktop Receiving
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	Desktop Receiving

· Desktop receiving is a simplified version of what your Central Receiving Department does on campus
· Desktop receiving is an ePro function that allows you to create receipts for items you requested through an ePro Requisition
· Items purchased through the GeorgiaFIRST Marketplace require receiving
· You can create a desktop receipt for full or partial quantities requested
· You may receive an email notification indicating that a receipt must be created before an item can be paid for
· If you have the responsibility for creating desktop receipts, you should only create a receipt for items that you have actually received. Do not create a receipt in the system simply because you received a system email.
· Depending on the institution, Shoppers and/or Receivers may be responsible for creating Desktop Receipts
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	Creating a Desktop Receipt

· To create a Desktop Receipt, you must be in the PSFIN Core system
· Select eProcurement in the menu
· Then select Receive Items
· On the Receive Items page, all requisition lines (that you have authority for) that have been sourced and dispatched and waiting to be received will be listed
· Enter or change the Receipt date if needed
· Enter the quantity received
· You can enter a partial quantity received on this page 
· To review details about the actual purchase order, select the Details… icon
· To attach comments to the Receipt, select the Comments icon
· Here you can indicate the condition of the item(s) and input a comment if needed
· Do not include any slashes (/) in your comments
· Click the Save Receipt button
· A receipt ID will be listed on the Receipt Saved Successfully page




