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How to Correct Receiving

In This Issue Purchase Orders should be received online only for the goods or

e How to Correct Receiving services that have been delivered to date. Do not fully receive online
for an order unless all goods and services have been delivered. If you
e Manual Encumbrance/Open have received a partial shipment or services for an order that requires
Commitment Balances online receiving, you should only receive for the amount/quantity that
e Checking My Journal Status has actually been received to date.
o Tips & Techniques It is also important to understand that if you no longer need an order

opened and want to get rid of the encumbrance/commitment balance;
Purchasing cannot cancel the remaining balance of a fully received
purchase order that was billed for less than the actual quantity or
amount delivered. This will allow partial billing and payment to the
supplier.

For example, if a PO is $15,000 and you fully receive it, but you are

o Additional invoiced for only $14,900, Purchasing cannot cancel the remaining
training classes for Journal $100 balance. A receipt correction will need to be done, as
Creation in the new General demonstrated below, to reduce the quantity received to equal the
Ledger and the RIAS Gateway partial quantity actually delivered and billed.
and Key Features of Discoverer
Viewer have been added to the Here are the steps to correct receipts:

UHR Enrollment Management
system. 1) On the IP Home Page, select the Receiving Tab.
ORACLE' iProcurement nesealin em Loy -""‘""-"‘. e

Go to the UHR Website: EE—————
http://uhr.rutgers.edu/profdev/s i

. . Walcoms, Crighon Phif ' From the IP Home Page click on the "Receiving” tab Shopping Cart
C rl pt/l Og I n . aS p Shop RU Internal, Exchange and Contract Blanket Agreement Suppliers Your can is empty.

FlLintemal Supeliscs Aitgas Ing

Purchasing News

After logging in, select
Business/Accounting Courses
and then select Enroll next to the S Regtions
class/date you wish to attend.

Can’t make a class? 2) Click on Correct Receipts.
_Onlln_e training for these classe_s ORACLE Procuenent St e Lot P
is available on the RIAS Website. ML
Search Items to Receive  +  Find by Requisition Number + \G__ﬂ)
- - - - Receivi ; " oten
VI eW 0 n I I n e tral n I n g : S::c?lt:lenrgnwng action you want to perform Wb il Receiving Process
http://rci.rutgers.edu/~riasteam * Bt i € et
/R I ASP hase I I /t ra.l n i ng . htm I Requisitions to Receive HRLLE::‘EVT‘;:‘:EMHnfmhm
Click Receive to create receipts for the items on the requisition. (Fultist)
Requisition Requisition Description Supplier Order Number
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3) Inthe Receipt Created by leave your name. Next, under Items
Received alter it to Change to Any Time. Now place the PO
Number in the Order Number section. Select Go. After
selecting Go, past receiving transactions will appear

ORACLE iProcurement

én«w Fequisions ‘mn

= t Receipts: Select Receipts
orrect Receipts: Select Receip L your name or just va

Riscaipe Coaated By &
Raconed AnyTime  + e Change to Any Time

&

&

+ = Putin PO Number
t4

After clicking on GO, past receiving transactions will appear

RU GL Key Journal

T
=

-

\
Since the

capabilities of the RU GL Journal
role and the RU GL Key Journal
role are the same, the Key Journal
role will be eliminated.

Anyone currently assigned to the
RU GL Key Journal will
automatically be converted to the
RU GL Journal role. This change
is scheduled for the week of
October13th.

| | // Comeet Guantity Ovdder
Recwipt|Ruquisitian] Description Cawantiey Unit Received Supplier Humber
. 3

11575 Tees Consuitan Michasl Cam wil Snésh the construction drawngs nd 4 nkatace degn o the ARIES mstrument T
15219 7600 £ 13599 Torm 885207
e uacder ha o o the conseknd 2y verend wilhTed Wikama R CORMTACT Cardoate Engine

the ecnseruction drauings sed talsacsps itartacs dssign o thy ARIES mstrumen Eac 1 Torm 85207

e pesment i T Wkans F3 CORTACT Cartocie | e
w ¥
Bindecates 30 3usted et quantty
@ TIP Use Bha Privious st navagsticn b
rcal | (GiearGhanges ) | Gorseus

4) Enter the correct Quantity from packing list or invoice. If more
than one receiving line exists for the same item, place the correct
Quantity in just one box. A zero can be placed in the additional
quantity boxes. Next select Continue.

£nop | Requisiians. ‘m

Hecatang >
Correct Receipts: Select Receipts
Gorcal) (GierGrarges ] | Goranue
Recopt Created By J

& ' '

& Enter correct Quantity from packing list or invaice. f more than one receiving
line exists for the same iem, a zero can be placed in those Quantity boxes

4 and put the correct Quantity in just one box.

- When finished click on "Continue”

Sesn o the ARIES st enl] . T
Niliams RU CONTACT: Cardinala = F:?.,.-.., o
ngs and telescope o n:r«‘x ne -r\kt the ARIES instrument 0 Each Term T
t agpvaroat with Tod Wikksms R oA /' o IE:gmv»a P
ncel | | Zmas Changas | | Gostinus

5) The changes are shown. Select Submit to finalize the change and
correct the receiving.

RIAS Phase Il Newsletter

ORACLE' iProcurement ShoppnaCan Home Logout Preferences Help

Shop | Reguisttions

Receiving > The changes are shown then click on "Submit” to finalize the
Correct Receipts: Review and Submit change and correct the receiving.

(Carcel) (Back) ( Submit

Correct Quantity
Receipt ltem Description Quantity Unit Change  Received Supplier
115279 Consultant Michael Carr will finish the construction drawings and telescope interface design for the ARIES instrument under the terms of 6013 Each  -7986 13999 Term
the consitant agreement with Ted Williams RU CONTACT: Cardinale / veardinale@physics.rutgers. edu Engineering
114981 Consultant Michael Carr will finish the construction drawings and telescope interface design for the ARIES instrument under the terms of 0 Each - 1Term
the consultant agreement with Ted Williams RU CONTACT: Cardinale / veardinale@physics.rutgers. edu Engineering

(Cancel ) (Back) (Submit)
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright(c) 2008, Oracle. Al rights reserved

6) A page will appear confirming the receiving change has been
completed successfully.

ORACLE' IProcurement

ScosnaCen Mo il Pieieeces Hek

[ Cenfirmation r _’
Your comsctions huve b subsilied ‘This page confirms th change has ’
Cormrect Receipts: Confirmation Detalls
Correct anntity
Uwantity Unit Change Received Supplier
dasign o the ARIES insinsmeat undes the tems of 6013 Each  -T986 12999 Torm
adu Enginssnng
onstruction ARIES instrument undes the terms of 0 Each 1 1 Term
onsuitant agraement with Ted Wiliams RU cou‘u«ct c..d | 1 veardinalegphysics. nagess. adu Enginesing

Shop | Recuistiens | Recesing | Shegeing Can | Homs | Logowt | Prefscences | Halp
Copyright (€] 2500, Cncin, 50 ta rmserved
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Do you have questions about
RIAS Phase I1?

Any of the following resources
can assist you in getting your
questions answered:

Go to the RIAS website
http://rias.rutgers.edu

Contact your Business Manager
Contact the Help Desk: email:

rias2gl@rci.rutgers.edu or call
732-445-2100
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Manual Encumbrance/Open Commitment

Balances

We are now reporting open requisition and purchase order
commitments directly from the RIAS Purchasing and General Ledger
system. This is the most accurate way of recording open
commitments. We have also included a column called
"Over/<Under> Billed Amount" on the new FD Encumbrance
Detail (CI, CD) report. This is used to represent price changes or
over/under quantities that may have been shipped and billed.

There are some encumbrance/open commitment issues which have
resulted in the display of negative balances or, in some cases, penny
balances on some requisitions or purchase orders. The RIAS Phase Il
team is actively working to address these issues.

In addition, some purchase order balances which showed as $0 in the
legacy system are now once again being displayed with a balance in
the FD Encumbrance Detail (CI, CD) report. These balances are
valid and to correct this situation, a Change Order Request form must
be submitted to Purchasing as with any open balance. Please check
the receiving on these orders to be sure that Purchasing can cancel
them. (See Page 1).

Checking My Journal Status

Some ways you can check that your journal has been processed
successfully from submission to approval are:
e Review the notifications in your worklist. You receive a
notification every time:
O Yyou submit a journal for approval
O no action has been taken by an Approver in 5 days
o0 ajournal has been approved or rejected
e If you have access to the financial data warehouse, you can
check the Daily Activity Report. The journal will appear on this
report after it has been approved and posted to the General
Ledger.
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Tips & Techniques

If you are getting confused on where to go to create an Actuals journal
versus an Encumbrance journal, try creating a favorite URL on your
RIAS Gateway.

Login to the RIAS Gateway. On the screen you will find a section
called Favorites. Select the Customize link.

On the Customize Favorites screen, select the RU GL Journal
responsibility.
ORACLE Home Logaut

Customize Favorites
= Portlet Narne  |Favorites

Search and Select

Function Prompt Resposibilty |RU GL Joumal | |
Description | =)

Select Fum:\iun

Select All | Select Mane

Select Function Prompt Description Menu Hierarchy Responsibility
¥ Enter Enter journals Journalg RU GL Journal

| ¥ Encumbrance Enter encumbrances Journals RU GL Joumal
I Joumal Inguire on journal entries Inguiry RU GL Journal
™ RU Journal Approval History RUGL Appraval History RU GL Journal

Selected to Display
@ TIP A favorite may not be updateable if the responsibility from which that favorite was originally added is not available from the current server hierarchy or is expired
Select Favorites: | Remove )
Select All | Select Mone
Move

Select Up Down  Favorite Description Responsibility URL
Ol & @ Enter {Journals)-Actuals| Enter journals RU GL Journal
O & @ Encumbrance {Journals) Enter encumbrances RU GL Journal

L6 UL -

Checkmark the functions you want displayed in your Favorites
section. Click the Add button. The functions are displayed under your
Favorites URLs. You have the option to change the name of the
URLs.

Select the Apply button to have your favorite URLS appear on the
RIAS Gateway.

Financial Dashboard

Links And Notifications
RIAS Links
RIAS Actuals .Journal

Mews and Announcements

RIAS System is Available from 7:00am Monday through 7:00pm Saturday

Template

RIAS Discoverer Viewer RIAS and Financial Data Warehouse News

RIAS Home Patje RIAS Users: Please note that the RIAS General Ledger implementation is now complete with the
successful processing of June 2008 Adjusted activity. The financial data warehouse reflects FY2009
beginning balances, FY2008 adjusted balances, and all detail activity for the last two fiscal years.

BIAS Forms Repository
RIAS Newsletters

RIAS Training site
RIAS Website From Subject

Sent

Stein, Timothy L rejected your Actual Journal Ref# 335417 24-3ep-2005 High
N Actual Journal Ref# 335417 has been submitted to Stein, Timothy L for approval 24-3ep-2008 Mormal
Absence Reportin, em
Total Motifications : 2 View Al
METID Password Change
REX
Lime Renorting System [Applications Navigator Favorites B
University Links E BU POV FIN (For Internal System U 1 Enter (Jourmals)-Actuals
Administrative Gateway BU GLJoumsal Encumbrance (Joumals;

3 RU Internet Procurement

Drasion of Grant & Contract | [ py pjag Gateway (For Intemal System Use
Accounting onl

Office of Information
T

RIAS Phase Il is looking for ideas, shortcuts, or tips you have
discovered using the new General Ledger and Financial Reports. If
you would like to submit tips and techniques to the RIAS Phase I
project team for review and possible inclusion in a future newsletter or
on the RIAS Phase Il website, please send your ideas to the RIAS
team at riasteam@rci.rutgers.edu.
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