Releasing a PO

Getting Started in PeopleSoft

The PeopleSoft sign-on panel will prompt you to enter information in two fields.  Use the tab key to move to the next field.  <Click on> [image: image1.png]


 after entering the data into the specified fields.  
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User ID:
The PeopleSoft identification name assigned to you.


Password:
The PeopleSoft password associated with the operator ID.

Releasing a Purchase Order
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Business Unit:  
Enter the appropriate business unit.

<Click on> the Add button [image: image4.png]Add



.  
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PO Unit:
Enter the appropriate unit.
ID:  
Enter the purchase order number of the item you have received.

** Do not put in any other criteria as it will hinder results.**

<Click on> the Search button.  
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<Click on> the View All link to view all of the lines of purchase orders that are to be received.

<Check on> the box of the purchase order from which you received the product or <click on> the Select All link to view all lines of purchase order.  
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**Verify the quantity**.  

<Click on> the Save button.

**Receipt ID is at the top of the document.**
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Proceed to Maintain Delivery Information on the main menu to enter delivery location.

[image: image9.png][ Delivery Location \_Location Comments | Ship To Comments |

Uit USMPO  Receipt No:

0000020876 Ship To: 300

Lin

1 ttemid: e # 61

70496 Binders,

Due Date 030912005 Ship To 500 Vndr Accept Oty 10.0000 EA
Delivery Information

Delhered (04122006 5 pewTo: [OMH112,0R SOWN SEW ]

Wiliamson, Bety DistbionLi: 1

o Accounts Payable - UsH Diston: 100000
Address 1 118 COLLEGE DRIVE #5104 Buldng®  FoH
Aadress 2 Foor 0
Aadress 3
Address 4: TelephoneExt:
City: HATTIESBURG
Couny  FoRREST Fax:
PostalCode: 394080001 state; w3

2 temm: Binders
sa0612006 SHpTo 900 240000 €A

Delivered OMH 112, DR. S0W N. SEW.

122008 5 Do





Delivered:

<Check> the box for delivered.


Date:


Enter date the product was received.


Deliv To:

Enter the location product was delivered to.

**REMEMBER to do this process for each line of the purchase order. **

<Click on> the Save button.
