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PO.020.300 - Maintaining Receipt ChartFields
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to make a change to ChartFields on an existing receipt. While it is uncommon for the receiving department to change distribution information copied directly from a Purchase Order, it is allowed within PeopleSoft functionality if a change is necessary. Changing receipt ChartFields should be done prior to processing and closing receipts. 

Topic Objective:
Upon completion of this topic, you will be able to:
- Revise the ChartFields on a receipt.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, you will revise the ChartFields on an existing receipt, #0000000034, by adding a Fund.

	Step
	Action

	1. [bookmark: ID0x00000045] 
	Click the Purchasing link.


	2. [bookmark: ID0x00000046] 
	Click the Receipts link.

	3. [bookmark: ID0x00000047] 
	Click the Maintain ChartFields link.


	4. [bookmark: ID0x00000048] 
	Click in the Receipt Number field.


	5. [bookmark: ID0x00000049] 
	Enter "0000000034" in the Receipt Number field. 

	6. [bookmark: ID0x0000004A] 
	Click the Search button.


	7. [bookmark: ID0x0000004B] 
	Use the ChartFields page to modify ChartField values for receipt distribution lines.

	8. [bookmark: ID0x0000004C] 
	You can click the Item Description link to enter and view descriptions for a specific item.

The item description link is composed of the first 30 characters of the item's description in the Transaction Item Description text box on the Item Description page.

	9. [bookmark: ID0x0000004D] 
	The Vndr Rcpt Qty and Vndr Accept Qty fields display the received and accepted quantities expressed in the vendor UOM.

	10. [bookmark: ID0x0000004E] 
	You can modify the ChartField values.
Click in the Fund field.


	11. [bookmark: ID0x0000004F] 
	Enter "F000" in the Fund field. 

	12. [bookmark: ID0x00000050] 
	Click the horizontal scrollbar.

	13. [bookmark: ID0x00000051] 
	Click the horizontal scrollbar.

	14. [bookmark: ID0x00000052] 
	Click the Save button.


	15. [bookmark: ID0x00000053] 
	Congratulations. You have just completed the Maintaining Receipt ChartFields topic. Below is the key concepts of this topic:

- It is uncommon for the Receiving Department to change the accounting information on a receipt copied from a PO. However, it is possible within PeopleSoft functionality.
- Changing receipt ChartFields should be done prior to processing and closing receipts. 
End of Procedure.
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