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Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

This course provides an overview of the Receiving function in Cardinal and is intended for all Procurement users.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see

how your specific responsibilities relate to the overall transaction or process being discussed. See your agency’s Security
Handbook, located on the Cardinal website, for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

* Understand Receiving
+ Create and Maintain Receipts
* Review Receipts

* Receive Reports

Assessment questions at the end of each topic and/or lesson will check for your understanding.
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Course Topics

CARDINAL

This course includes the following lessons:

Lesson 1: Understand Receipts

Lesson 2: Create and Maintain Receipts

Lesson 3: Review Receipts

Lesson 4: Receive Reports



Lesson 1: Understand Receipts

CARDINAL

This lesson covers the following topics:

*  Procurement Overview
« Key Concepts

» Receive Goods Process Overview



Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules. . .
Cardinal Functional Areas

Purchasing
The Purchasing module includes the buying of goods and Accounts
services (Procurement) by creating and processing Payable

requisitions, purchase orders (PO), receipts, procurement
card (PCard), and Integrated Supply Services Program
(ISSP) transactions.

Time &
Attendance

Accounts
Receivable

eProcurement

Like Purchasing, the eProcurement module provides for

Procurement but is web-based. It is similar to an online CARDINAL]|

shopping cgrt experience for users requesting goods Modules ijer:.c General

and/or services. Accounting Ledger
Purchasing

Strategic Sourcing eprocurement Procurement

The Strategic Sourcing module allows users to strategic Sourcing

create and award bids / proposals to purchase Procuramant Contracts

orders or contracts.

Procurement Contracts

The Procurement Contracts module builds, manages, and
archives all Cardinal contract related information.



Key Concepts

CARDINAL

A purchase order (PO) is a commitment to a vendor to buy goods and/or services. Receiving the related goods and/or
services is a key part of the procurement process. Receipt information is used to:

» Identify the items on the PO that have been received.

» Verify that goods and/or services received were included on the PO.

» Determine the completeness of the order.

» Specify the date of receipt.

« Match the PO to the related voucher to make payment to the vendor.

« Determine when the PO can be closed (e.g. when all goods and/or services have been received).

» Determine the date the payment should be made to the vendor.



CARDINAL

Receive Goods Process Overview

The Receive Goods Process documents an agency’s receipt of goods and/or services from vendors.

Generally, the goods / services receipt date, along with the invoice receipt date, determine when the vendor is paid.
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Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer, and click
Submit to see if you chose the correct response.




Drag and connect the term to the matching description.

Provides for documenting .
acceptance of goods from vendors. Matching

Commitment to a vendor to buy

- Purchase Orders
goods and/or services.

Ensures the validity and correctness of

transactions and payments by comparing the Receiving
woucher with the PO and Receiving documents. :
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Lesson 1. Summary

CARDINAL

In this lesson, you leaned:

+ Key Receiving Concepts

* Receipt Process Overview
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Lesson 2: Create and Maintain Receipts

This lesson covers the following topics:

» Create Recelpts

« Maintain Receipts

12



Create Recelipts

CARDINAL

The Receive and Inspect Goods process involves recording the items / services received, inspecting them, and ensuring that
they match what was originally ordered.

You can create:
* One receipt that includes delivery of all PO items, or

» Multiple receipts that include a partial delivery of items on a PO

Create a receipt involves:
» Selecting lines from a PO

» Ensuring the items / services ordered correspond to the items / services received

13



Create Receipts (continued)

CARDINAL

Creating a new receipt is done on the Select Purchase
Order page.

Favarites Main Menu > Purcllasing > Receipts > Add/Update Receipts

You can navigate to page using the following path:
Receiving

Main Menu > Purchasing > Receipts > Add/Update
Receipts

" Find an Existing Value f dd a New Value “‘J

Click the Add a New Value tab.
Business Unit: |5E|1DE| Q,

_ _ Receipt Number:[NEXT
When you add a new value, the Receipt Number is set to O Recomt
NEXT and will automatically be assigned. Do not enter a g
Receipt Number. T Aad
Click the Add button to open the Select Purchase Order
page. Find an Existing Value | Add a Mew Value

14



Create Receipts (continued)

CARDINAL

Select Purchase Order Page:

Use the Select Purchase Order page to search for PO schedules against which to create or update receipts.

» Enter your PO ID, or select one using the Lookup button.

» For the best results, clear all fields, except PO Unit, PO ID, and Days +/- Today, using an adequate range to allow for
results. The Days+/- Today calculates the Start Date and End Date.

* Click the Search button for a list of PO you can select.
» The default Ship To for your user may appear and can be modified or deleted.

» Retrieve Open PO Schedules box defaults to checked; therefore, POs that have not been fully received will be
returned in the search. Deselect and fully received POs will also appear in search results.

s cARDINAL|
Favorites | Main Menu > Purdlaslng > Receipts > Add/Update Receipts
FSelect Purchase Order
| Search Criteria
PO Unit: 50100 < Days +I- Today: 100]
ID: [ N Start Date: 11/14/2012 B3
Line / Schedule: [ 7 [ End Date: 06/02/2013 E
Release: Vendor Name: [ endor L ookup
Item ID: X Vendor Itemn ID: X
Ship To: CNTRL OF2 X Manufacturer D: [
Ship Via: =S Manufacturer's ftem ID: [
Retrieve Open PO Schedules
Receipt Qty Oplions
Search
O No Order Qty O Ordered Qty & PO Remaining Qty
oK. | Cancel |[ Refresh

Click image to enlarge image
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The Selected Rows tab, under the Retrieved Rows section, displays the PO lines and schedules that match the entered
search criteria.

Select Purchase Order

[50100

Days +/- Today:

|
[ooo1138311 =N Start Date: | &
Line | Schedule: | L] | End Date: | ez
Release: | | Vendor Name: | |Q§ Vendor Lookup
Item ID: | |Qa Vendor Item 1D: | |q°*
Ship To: | |Qa Manufacturer ID: |
Ship Via: | |% Manufacturer's [tem ID: |
Retrieve Open PO Schedules
P

() No Order Qty

(O Ordered Qty ® PO Remaining Gty

Hemnevea HOWsS

Customize | Find | View Al | B [ #E First El 4.5 of 6 1 | ast

Selected Rows Shipping Related || More Details |

Sel |POURit POID ILine  [schea [Releaze Due Date PO Gty REE;;:: litem |Description

[ |so0100  |ooo1138314 q 1 53 05/06/2016 50.0000 7452150000 BM-25.0

[ |s0100 |ooo1138314 2 1 59 05/06/2016 50.0000 7452140000 [11-19.04

[] |so1o0 0001138311 3 1 60 O5/0642016 100.0000 7452126000 SM-12.54

1 |so0100  |ooot14138314 4 1 61 O5/06/2016 200.0000 7452123000 SH-9.54

[ |so0100  |oo01138314 5 1 62 05/0642016 10.0000 7450841000 EMULSIONS, ASPHALT EMULSIONS
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Create Receipts (continued)

CARDINAL

Select the Shipping Related tab to view Ship To location, PO Date, and Orig Prom (originally promised) date.

Select Purchase Order

Search Critena

PO Unit: [50100 [N Days +- Today: | |

ID: [0001138311 @, Start Date: | [Ex1]

Line / Schedule: | IR | End Date: | [Ex1

Release: | | Vendor Hame: | |Qa Vendor Lookup

ltem ID: | |qa Vendor Item 1D: | |Qa

Ship To: | |qa Manufacturer ID: |

Ship Via: | |Q<= Manufacturers Item ID: |

Retrieve Open PO Schedules
Receipt Options
[ Search ] LIETRE
(O No Order Qty (O Ordered Qty (®) PO Remaining Qty

Re eved Ro 1=io = d = A L 4 of 6
" Selected Bows || pping Related i More Details \| L)

Sel IP{ill Unit PO ID Line IS::hed I.'-_'shi|:| To I.'-_'shi|:| Via I‘Ll"enl::lctr ILOC-EﬁGI‘l I‘Ll"enl::lclnr tem ID IP{ill Date I{illrig Prom
[] |50100 |0001138311 1 1 FREDRK RES COMMOMN 0000036233 MAIM 05/06/2016 05/06/2016
] |s0100 0001138311 2 1 FREDRK RES COMMOMN 0000036233 |MAIN 05/06/2016 (050620716
[ |s0100 0001138311 3 1 FREDRK RES COMMOMN 0000036233 |[MAIN 05/06/2016 05/06/2016
|:| 50100 0001138311 4 1 FREDRK RES COMMOMN 0000036233 |MAIN 05/06/2016 |(05/06/2016
[] |s0100 0001138311 5 1 FREDRK RES COMMOMN 0000036233 |MAIN 05/06/2016 05/06/2016

ele ear
Select All O clearan
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Create Receipts (continued)

Select the More Details tab to view additional fields such as manufacturer details, PO Amount, and Receiving Tolerance.

Select Purchase Order
Search Criteria
PO Unit: [50100 =N Days +i- Today: | |
D: [0001138311 ‘@, start Date: | e
Line / Schedule: | | | End Date: | )
Release: | | Vendor Hame: | |Q‘" Vendor Lookup
Item 1D: | |Qa, Vendor ltem 1D: | |Q‘"
Ship To: | |Q§ Manufacturer ID: | |Q’"
Ship Via: | |Qa Manufacturer's ltem ID: | |Q§
Retrieve Open PO Schedules
[ Search ]
(O No Order Gty O ordered Qty (® PO Remaining Qty

Retneved Rows

" Selected Rows || Shipping Related | =2 F
Sel IP{ill Unit IP{ill ] ILine Sched Model I!..H.'aunufarc::‘turer IMfg ] IMfg tem ID PO Amount Iﬂec\.r Reqd M%TOI Price ICategory
[ |s0100 (0001138311 1 1 2735400 54.F70800|7452150
] |[so0100 (0001138311 2 1 2,835400|Y B6.70800|7452140
] |so0100 (0001138311 3 1 5,509.200Y 55.09200|7452126
] |[so0100 (0001138311 4 1 10,978.000 Y 10.00 54.89000|7452123
] |so0100 (0001138311 5 1 750000 Y 10.00 T5.00000|7450841
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Create Receipts (continued)

From the Select Purchase Order page, select the line items to receive and click OK. The Maintain Receipts - Receiving
page displays for the selected lines. The Header section displays the Vendor ID, Vendor Location, and Ship To
Location.

The initial Receipt Status is Open. When the receipt is saved and the quantity or amount does not exceed the open
purchase order quantity or amount, plus tolerances, the Receipt Status changes to Received.

The Red X next to the Receipt Status cancels the entire receipt. A receipt cannot be cancelled once it has been associated
to a voucher.

The Close Short All Lines button and Run Close Short checkbox should never be used.

Ts®® cARDINAL|
s —

Favgrites : Main Menu > Purchasing > Receipts > Add/Update Receipts

£ Mew Window (Z)Help [Ef Customn

NMaintain Receipts

Receiving

Business Unit: 50100 Receipt Status: Open >

Receipt ID: MNEXT Add Header Comments
Header Details

Vvendor ID: IEIEIUEIEI47‘IUS *Ship To Location:

Vendor Location: IMAIN

IZ 2o Recemt
Select Purchase Order [ oS eSholl pR R e ] [ Run PO Receipt Accrua ! 1
Receipt Lines 1 EE

 More Details || Links and Status || fem/Mfg Data || Optional Input || Source Information || VWeblMS |
Line Item Description Receipt Oty L‘:)El:" Receipt Price  Accept Oty  Status _ilr?::_ Serial _I_T_?;:;c:_ 3gﬁk
1 | B |gss3642000 Ry e S i| | | =& i|EA | |a.37000 Open | L | = | = Iq- >
I Interface Receipt ¥ Run Close Short
[El save | [=] wotity | [£Z Refresh | [Es Adda | [E] updatemisplay |
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Create Receipts (continued)

CARDINAL

In the Receipt Lines section, use the Receipt Lines tab to verify the Receipt Qty (quantity / amount delivered) and the
Recv UOM (Unit Of Measure in which it was received). The Receipt Qty and Accept Qty amounts default to the full
amount. Change the received quantity and/or accepted quantity amounts to the reflect those actually received.

Click Save.

|g® CARDINAL

Favarites Main Menu > Purchasing > Receipts > Add/Update Receipts

| wworkist

= rew window (ZiHelp [Ef custom
Maintain Receipts

Receiving

Business Unit: 50-100 Receipt Status: Open 4

Receipt ID: MEX J Add Header Comments Activities
etails

Select Purchase Order [ oS exShonr Nl Eines, | [ Run PO Receipt Accrual |

Customize | Find | Wiewe A0 | B # First Bl 9 or 4 B ast

™ KMore Details 0 Links and Status il i hem f Mfg Data T Optional Input r Source Information 7 wWeblMSs \|

Iterm Description Receipt Gy :JI:)E:V Receipt Price 'Accep't Gy |Status {;hh:: Serial ?l't:;::DIf ﬁ:;:::k
|
=] CROUMDSKEEPIMNG SERVICES
1 2 |9383642000 FonTH 25.0000 B [Esa |9 |4.37000 25.0000IODen — = = [Ea @, >
I Interface Receipt I¥ Run Close Short

Save | [[=] Notity | [ Refresh | Es Add | [F] updatemisplay |
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Create Receipts (continued)

On Save, Cardinal generates a Receipt ID.

On the More Details tab you can view additional fields such as:
* Inspect Qty

Reject Qty, Reject Action, and Reject Reason

Allocation Type (First in-First out, Specify, or Prorate)

[ cArRDINAL]|

Favorites !
S i

! Main Menu > Purdlasing > Recgipts > Add/Update Receipts

ZJ New Window (D Help [& Customize F
Maintain Receipts
Receiving
Business Unit: Receipt Status: Fully Received X
Receipt ID: 0001575147 Add Header Comments Activities
Header Details Document Status
Select Purchase Order | Close Short All Lines | [ Run PO ReceiptAcory
' Receipt Lines | Links and Status || tem/MfgData || Optionalinput | Source Information | WebIMS |
f ‘ Inspect ‘ Reject Reject Reject RMA RMA Not Vndr Std Merchandise *Allocation
Line fiterny Deactiption Inspect | oty Qty Action Reason |Number Line Receipt = POPrice ,,n,  yom Amt Type
| I ! ! ! | Quantity | |
‘ SALT, SODIUM ‘ { | |
1 B ‘7754577327 %& O | [ | 1] & | (=N | | | 25.0000 80.68000 LTN  LTN 2,017.00 USD|| Specify |
— | |




Create Receipts (continued)

Select the Links and Status tab to view or update:

Accounting distribution information for each receipt line using the Distribution icon

Comments using the Comments icon

* Inspection status

Click the Distribution icon to view the accounting distribution information.

[ e e

| cArRDINAL ]

Fawvorites
-

: Maim_Menu >
£ -

Purch__asing > Receipts > AddfUupdate Receipts

Maintain Receipts

Receiving

Busimvess Uit

S0M00 Receipt Status: Fully Recemnwead
Receaeipt 1Dz oooM1s57¥51747F

elect Purchase rce

I Close Short All Lines ]
T Receipt Lines

T More Details

1 Optional nput

Lirme

1 Source Information
Iterm

Add Header Comments Activities
Header Details Document Status
> Header

I webls | [E==®
Allocation Process Inspect Serial Serial Lot
IO 55 REFtho T ype Complete Status i ormtrod Status Comntrol Lot Sta
SALT, SODIIUIR e
1 E2 7754577327 CHLORIDE FOR  sSpecify |E= <2 m Complete |~ Complete |k compl
[Jmnterface Receipt 0 Run Close Short

Click OK or Cancel to return to the Maintain Receipts - Receiving page.
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Create Receipts (continued)

On the Receipts Distributions page, the Details tab shows the Location and the Line Quantity Received.

The ChartField Information tab provides details on the accounting distributions for the line. It is view only.

Maintain Receipts
Receipt Distributions for Line 1
Business Unit: 50100 Status: Received
Receipt ID: 0001862241 CJ amount Only
Receipt Line: 1 *pllocation Type: I Specify b
Line Quantity Received: 14 0000 Line Cost Received: 51590.00

D 0 150 =0 . kil 4 . »
" Details | Asset Detais | S R ki
Line Status :.I{?'llr_t Account Fund Program Department PC Bus Unit Project Activity Cost Center Task
1 Received | 50100 |5022730 |041UD ‘602002 10147 ‘50100 ‘0000108363 6940 ‘

< >
Ok ][ Cancel ][ Refresh

23




Create Receipts (continued)

To change the accounting distribution, navigate using the following path:

Main Menu > Purchasing > Receipts > Maintain ChartFields

Enter your changes and click Save.

Maintain ChartFields

Business Unit: 50100 Receipt No.: 0001843559 AP Indus rial Services LLC

Receipt lines

oz2M 82016 20000 2 0000 F2,

Account Lines

Dis tibuLic ~GL Unit “Account Ass et Fund Department FIPS Agency Use2 Task

@New WWindow l@Help E.';Cusl

Find | View Al First B 1 of 1 B3 oot

Receipt Line: 1 PO Num ber: 0001133828 Line: 1 VYendor UONE DAY
Htem ID: 9ES5480600 TRAFFIC CONTROL SERVICES OUTSE
Due Date: Vendor Rec eipt Qrty: Vendor Accept Qty: Merchandise Amt: Distribute By:

S00.00 Qty
| %2 Frst Kl 1 051 I3 Last |

PC Bus . o
Unit Project Activity

Line
1I|50100.-l ||5012550 @, | @, [o4a100]@, |[10143 [, || |, || @, ||

@, |[so1o0/@, |[ooocooosied@, [6940 |

IE] Save | |[&* Return to Search | [[=] Motify

Return to the Maintain Receipts — Receiving page using the following path:

Main Menu > Purchasing > Receipts > Add/Update Receipts

24



Create Receipts (continued)

From the Maintain Receipts — Receiving page, click the Comments icon to view or update comments related to the line.

M aintain Receipts
Receipt Line Comments

Business Unit: 50100 Receipt Num ber: 0001843559
Receipt Status: Received Receipt Line: 1
Retrieve Active Comments Only |  Retieve |
* Sort Method: | Comment Time Stam p V| *Sort Sequence: | Ascending v | | sort |
Comments Find | View Al First K 1 of 1 T ast
Use Standard Comments Comm ent Status: Active | Inactivate [+]
Useltem Specificalions
asdf S
(] show at Voucher
Associated Document
Attachm ent | Altach || Wiew || Deleie

Click OK to save your changes and return to the Maintain Receipts - Receiving page. Clicking Cancel removes any
comments you have entered and also takes you back to the Maintain Receipts - Receiving page.



CARDINAL

Create Receipts (continued)

Use the Source Information tab to view the purchase order information associated to the receipt. Click the Comments
icon on this tab to view PO comments. The lines inside the Comments icon indicates there is a comment to view.

Maintain Receipts

Receiving
Business Unit: 50100 Receipt Status:
Receipt ID: oooBe2241 Add Header Comments

Header Details Document Status

Select Purchase Order [ Close Short All Lines

J

Receipt Lines
4 . N G oL . S B o N
Receipt Lines || More Detaile || Links and Status || lftem/ MfgData || Optional Input

S —
Source Information

[ WeblMs
_R———

Fully Received 3

Activities

[ Run PO Receipt Accrual

]

T
Customize | Find | View Al | B #E

First Kl 1 or 1 3 (a5t

Linea temn Description PO UNit | POID ine« | Schedule PO Amount Snm;““t Distby PO Type
1 B 9294801000 gADH'NESHDPANDF’"ER'C‘”'NG 50100 |‘0001134401 1 51,590_00:N Qty General Ba
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Create Receipts (continued)

Use the WebIMS tab to determine if the receipt is associated to a WebIMS restock purchase order. Click the receiving
WebIMS Receipt Doc ID icon, if applicable, to view Receipt Line Details for that line.

. —

4

Favorites | Main Menu > Purchasing > Receipts >
- E - - -

4@ CARDINAL |

Add/Update Receipts

Maintain Receipts

EIN

Receiving
Business Unit: 50100 Receipt Status: Fully Received 3¢

Receipt ID: Add Header Comments

0001575147

Header Details

Activities

Document Status

ele rchase Order [ Close Short All Lines ]

[ Run 0O Receipty

Customize | Find | Vie
' ReceiptLines | More Details |  Links and Status | Rem/MfgData || Optionallnput || Source Information =»
Line Item Description WebIMS PO WebIMS Receipt Doc ID
1 ' =) 7754577327 'SALT, SODIUM CHLORIDE, FOR ROA [~] R000005522
[Jinterface Receipt

[ Run Close Short

(5] save | |=] Notify | | Refresh |
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Maintain Receipts

CARDINAL

At any time before the voucher is created, you can update receipts as needed. However, once a voucher is created the
receipt cannot be updated or cancelled.

You can navigate to the Add/Update Receipts page using the following path:

Main Menu > Purchasing > Receipts > Add/Update Receipts

——:‘\—_—ﬁ
[ CARDINAL]

Favgites Ma'n'Menu > Purdlasing > Re(gipt's
- ipt‘ —

}ﬁ Receipts

and load receiving data, g

Add/Update Receipts

Inspect Receipts Maintain Delivery Information
Enter receipt information such as distributions, rejects, and asset tag Ds. Inspect receipts according to inspection instructions; set up necessary View delivery location and ship to information for the goods.
RTVs.
Maintain Activity and Comments E Maintain ChartFields ﬁ eview Receipt Informati
- Enter or track activites and comments associated with a receipt. Overnde receipt distribution ChartField values. Run inquiries on receipt details and activities.

=] Receipts

= Partially Received POs
B i

=] Document Status

‘ Reports
Generate receiving reports such as summaries, labels, and accruals.
=] Receipt Delivery
=] Receipt Labels
=] Receipt Summary
2 More...

28



Maintain Receipts (continued)

—

CARDINAL

Find an Existing Receipt:

Select the Find an Existing Value tab.

Enter as many search criteria as you would like to narrow
the search.

Click Search.

Select and click on a receipt from the result(s) displayed
at the bottom of the page.

Receiving

Enter any information you have and click Search. Leawve fields blank for a list of

" Find an Bxsting Value | [ EELRELAC DL

Maximum number of rows to return (up to 300} (300

Business Unit: = [50100 =X
Receipt Number: |begir‘|s with | | | |
Bill of Lading: |pegins with|w] | |
PO Business Unit: [begins with ||| =N
ltem ID: |begins with| v | |,
PO Humber: |pegins with| v | =N
Ship To Location: |begir‘|s with| a,
Shipment Numher:'begins with|_ |
Vendor ID: |begir‘|s with [ »] | LEN
Received Date:  |= | |=
Receipt Status:  |= |
User ID: |begins with [ »] | Q@

[Jcase Sensitive

| Search | Clear ]ElasicSearch [EF Save Search Criteria

Search Results

Only the first 300 results of a possible 239718 can be displayed. Enter more s
SEe MOore rows.

Wiew All

IEI-u:al'n»:—.!:;:: Receipt PO

SusSiness Aeceipt Bill of Lading Business [tem ID

Unit Humber Unit

I

50100 |8832 (blank) 50100 |9268502000
50100 |1820372  |(blank) 50100 |(nlank)
50100 1813314 (Blank) 50100 9145301000

29



Maintain Receipts (continued)

The Maintain Receipts - Receiving page opens to the Receipt Lines tab. Use the tabs as you did when adding the
receipt to make any necessary changes.

[# cARDINAL]

Favovrites { Main Menu > Purdlasing > Recgipts > Add/Update Receipts

ZJ New Window @Help Ej’
Maintain Receipts

Receiving
Business Unit: 50100 Receipt Status: Fully Received 3¢
Receipt ID: 0001575147 Add Header Comments Activities

Header Details Document Status

le rchase Orde [ Close Short All Lines ] [ Run PO Receipt#corual |

€ =Sl More Details || Links and Status |( kem/Mfg Data |( Optionalinput || Source information |( WeblMS | [F=2)

Line 1Item Description ':eceip‘my :::)e;v ::Ec‘:pt Acceont);i Status :Category 1,::5:?:: Serial E.':'L ls’:)o;k

1 B }7754577327 SALT. SODILM CHLORIDE. FOR |7e5050" | || B [T j& }80.68000 25.0000;Received 7754577 ' | O] 1 [ONe
[Ointerface Receipt [JRun Close Short

IR SavoJ [ RetummSeard\] E[:] Previousdn ust] [J-E Next'nL'ntJ UE] No(ify] [{", Rafreshj |Es Add | [ Updatd
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Maintain Receipts (continued)

CARDINAL

Manage Receipts:

A task in Receiving is to Manage Receipts. This task is generally related to the return of rejected goods to the vendor. The
receiver contacts the vendor about the shipment of goods to determine how to return the merchandise to the vendor. The
vendor may issue a Return Materials Authorization (RMA) to the agency to use for the return of goods.

Comments may be added to the receipt from the Maintain Receipts — Receiving page by clicking the Activities link.
You may access the Maintain Receipts — Receiving page using this navigation path:

Main Menu > Purchasing > Receipts > Add/Update Receipts

31



Maintain Receipts (continued)

CARDINAL

Close Receipts:

Once you have marked all the goods / services received on the Maintain Receipts — Receiving page, the Receipt Status
updates to Fully Received.

You can still make updates on the Maintain Receipts — Receiving page.

However, once a PO is matched to the voucher entered to pay for the goods / services received, no additional updates can
be made. The Close Receipts process, which runs nightly, closes receipts that have been matched to vouchers so that no
further action can be taken on them. The receipt header status is set to Closed.

The related PO is considered complete if all PO lines have been received and related receipts have been closed.

32



Simulation: Creating and Maintaining Receipts

You are now about to view a simulation entitled Creating and Maintaining Receipts. Click the Cardinal logo below to start the
simulation.

e

CARDINAL

33


http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC346Simulations/dhtml_kp.html?Guid=3762bdc1-96e4-492b-98a8-2e4dee4c98eb&Mode=T&Back

Lesson 2: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer, and click
the Submit button to see if you chose the correct response.

34



When shipments arrive from vendors, the items included in the shipment go
through a receiving process. This involves recording the items delivered and
comparing the shipment to the original order.

O True

O False
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

* How to create a receipt when goods / services are received.

« How to find and manage existing receipts
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! E Lesson 3: Review Receipts

This lesson covers the following topic:

* Review Receipt Information
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Review Receipt Information

The Review Receipt Information page allows you to review Receipts, Partially Received POs, Receipts by Location,

and Document Status.
You can navigate to the Review Receipt Information page using the following path:

Main Menu > Purchasing > Receipts > Review Receipt Information

Your next selection depends on the type of review you need to conduct. Click the Receipts link to access the Receiving

page.

[ CARDINAL

Main Menu > Purchasing >
- -

Favorites Receipts > Review Receipt Information

Review Receipt Information

ﬁ Review Receipt Information
Run inquiries on receipt details and activities_

Advanced Shipment Receipts
Enter or view information about received advanced shipment receipts.

E"— ASHN History
WView ASN History.

E Partially Received POs

E Receipts by Location
Wiew Purchase Orders that have been partially received.

Views receipt information by location.

FE Entry Event Journal Drill Down
Review supplemental (entry event) accounting line entries for receipt
accruals.

GL Journal Drill Down
View General Ledger entries from the Journal Generator and receipt accrual

i data.
|

Recelg
Vlew receipt information.

=

Accrual Accounting Entry

Vlew receipt accrual accounting entries in C

=]

Document Status
View receipt document status information.
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Review Receipt Information (continued)

On the Receiving page, enter your search criteria under the

: L CARDINAL
Find an Existing Value tab.

Favorites Main Menu > Purdﬂvasing > Receipts > Review Receipt Information > Recei

Click the Search button and the search results will display. Receiving
Enter any information you have and click Search. Leave fields blank for a list of all values.

Click on the link for the receipt you wish to view.

Maximum number of rows to return (up to 300): [300 |

Business Unit: Bl 50100 |,
Receipt Number: | begins with ~}(%1575147 |
Bill of Lading: begins with |» ;J
PO Business Unit ij [ |3,
Item ID: | begins with |w || =5
User ID: begins with | || |,
PO Number: begins with | || |y,
Ship To Location: | begins with [w [ |,
Vendor ID: begins with |~ [ |,
Received Date: |= ~ 59
Receipt Status: | = v | v
[Jcase sensitive
Search ||| Clear |pasicSearch EP Save Search Criteria
Search Results
Few All |
Business Receipt !M ;_g—siness Item Description Item ID u
Unit Number Lading : — —

1 —
50100 0001575147 |(blank) 50100 STONE, CRUSHED GRADE 26 7503548485 H

39



Review Receipt Information (continued)

The Receipts page is displayed for the receipt you choose. Use the Receipt Lines tab to review the receipt information.

Click on the Comments icon to review comments for the line.

Receipt Lines
L e _ o ]
HEC2IPT LiNes More Line Data I Optional Input \|

T
Customize | Find | Views A | By

| - -

|48 CARDINAL |

Favg'r'rtes Main__rt-'lenu > Purchasing > Receipts > Review Receipt Information > Receipts

Unit: 50100 Receipt No: MNEW Source: on-line Receipt Status: Canceled

@New Windoy

Firzt El 4.2 or 2 I3 st

[@ Return to Search | [t5] Previous in List | [\5] NextinList | [[=] notiry |

| | | S f— Amt Recwv — o
Sel | IIt‘em Description IPrlr:‘e Only Recw Oty uomMm IR&ject ity Device Track
ﬁ 1 9883653200 MEDIAN MOWIMG 5065000 ] ACR Q ]
[ 2 9885650300 LITTER EEMOWAL SERVICES, MILE 40.52000 1 SMI Q 1
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status
Distribution Putaway Information Device Tracking
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Review Receipt Information (continued)

Click the Sel (Select) box next to a line to activate the related hyperlinks. Click on any of the active hyperlinks to view

additional details for the line.

[ CARDINAL |

Favc;['rtes Mainql':'lenu > Purchasing > Receipts : Review Receipt Information > Receipts

Unit: 50100 Receipt No: MNEW Source:

I Receipt Lines

Hecept Lines ™ More Line Data \||f Optional Input \| [F=TF

On-line Receipt Status:

Canceled

T
Customize | Find | View Al | By

@New Windoy

First KNl 4_2 or 2 I3/ ast

:Item :I}escription :Pri[:e gnml; Recwv Oty ﬁg{';: | :Rejem iy Device Track
9883653200 MEDIAM MOWIMNG 50.65000 ] ACR 'f.;' |
| 2 9885650300 LITTEE EEMOVAL SERVICES, MILE 40.52000 O SMI O O
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments Display BTV Information Line Status
Distribution Putaway Infarmation Device Tracking

[@ Return to Search | [t5] Previous in List | [{5] Mextin List | [[=] Notify |

41



Review Receipt Information (continued)

Use the More Line Data tab to view the Accept Qty (Accepted Quantity), the Net Recv (Net Amount Received), Status,
Ship To, and Due Date information. The information on this tab is the same as on the Adding a Receipt page.

A

[ CARDINAL |

Favgites Ma'n‘l'VIenu > Purchvasing > Recsipts > Review Rece'pvt Information > Receipts

Unit: 50100 Receipt No: 0001575147 Source: On-line Receipt Status: Received

(2J New Window C

Customize | Find | View Al | B3 | 35 First Kl g or 4 I3 (a1

| Optional Input =¥
Sel Insp Qty Accept Qty Net Recv Vndr UOM Status Ship To Due Date Vendor Item ID UPN ID
B o e | == = =R i —= 7 = S i
1 66.6600 66.6600 LTN R TBENHMS %1110712012
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments | formati Line Status
tribution taw nformation ice Tr. in

[S> Return to Search | [[=] Notify |
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Review Receipt Information (continued)

Use the Optional Input tab to view optional information that may have been entered, such as Invoice Number, PK Slip
No (Packing Slip Number), etc.

Clicking the Document Status hyperlink opens the Document Status page.

—

4 cARDINAL]

Favorites :
hd 13

Ma'nvMenu > Purd1vasing > Recsipts > Review Rece'Qt Information > Receipts

(2] New Window

Unit: 50100 Receipt No: 0001586396 Source: On-line Receipt Status: Received
Receipt Lines Customize | Find | View Al | B | 35 miat Kl g o1 D3 (5t

| ReceiptLines | More Line Data Dptional Inpuf =¥

Sel ‘User 1D Reject Reason :?ﬂe::‘ RMA Number Line Nbr ;lnvoice Number PK Slip No Pro Number

1 |MIKEHALL ‘ ’ ’ w ‘
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status

tribution taw: for| tiocn ice Tr in

[E> Returnto Search | [t ] Freviousin st ] Nextinlist| =] Notify |

Click the Header Details hyperlink to open the Header Details page.
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CARDINAL

The Header Details page provides additional information about the receipt such as the Receipt No, Vendor, and Ship To.

Review Receipt Information (continued)

Header Details

Freight Terms:

Business Unit: 50100 Recv Date: 11;09!20_12 Receipt Time:
Receipt No: 0001575147 User ID:

Source: on-line Receipt Status: Received

Vendor: 0000009329 Name: Mulcan Construction Materials
Location: MAIN Ship To: BENHMS

Last Change Date: 11/13/2012 12:52:46PM Last User to Modify:

Ship Date: 11/09/2012 Container ID:

Carrier ID: Nbr of Cartons:

Vehicle ID: Pallets In:

Driver ID: Pallets Out:

Bill of Lading: Port Of Unloading:

Packing Slip: Ship From Country: usa

Shipment Number: Ship From Location:

Pro Number: | Allow ERS

Invoice: Match Status: Matched

Invoice Dt Op: Match Rule: STANDARD

12:51PM

Click the Return button to return to the Receipts page.
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Review Receipt Information (continued)

—

CARDINAL

The Document Status page allows you to view information on the receipt, including Status, Document Date, Vendor ID,
and Location.

If applicable, you may view any associated requisition, PO, contract, voucher, and payment related to the receipt by clicking
on the hyperlink in the DOC ID field.

Document Status

Business Unit: 50100 Receipt Number: 0001575147

Document Date: 11/09/2012 Status: Received

Currermcy: usoD Document Type: Receipt
Merchandise Amt 999 90

Short Vendor Name: VULCAM COM-001 Carrier ID:

Source: oOn-line Bill of Lading:

Customize | Find | View 4 | B | 2 First El 4 5 0r5 £33/ Last

Rewmcanie__[CoD
|

Business IDOCI.II‘I'IE"‘I

| SetiD Ui DOC 1D Status Document Date Vendor ID Location
mit Type ) | |

50100 Requisition 00020345209 Approved [11/06/2012

[ i
STATE | Contract 0000000000000000000040462 Approved |05u'1032012 ooo00009329 5

| |

50100 E‘r’é‘;?ase 0001048971 Dispatched |11/07/2012 0000009329 5l P

50100 Voucher 00126477 Posted :1111 3/2012 oooooo9329 FH ML
STATE Payment 200236840 Posted (121122012 0000009229 5 ML

[@‘_ Return to Search |
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Review Receipt Information (continued)

CARDINAL

From the Review Receipt Information page, you may also:

* Click on the Partially Received POs link to view POs that have not been fully received.

* Click on the Receipts by Location page to see basic receipt information based by location.

» Click on the Document Status to view details on the receipt status.

Fawy'rtes Mainyenu » Purchasing > Receipts » Review Receipt Information

| Review Receipt Information

| ﬁ Review Receipt Information

Run inquiries on receipt details and activities.

Receipts E Partially Received POs E Receipts by Location

View receipt information. View Purchase Orders that have been partially receired. Views receipt information by location.

EE“ Document Status
Wiew receipt document status information.
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Review Receipt Information (continued)

—

CARDINAL

Review Partially Received POs:

On the Partially Received POs search page, enter as many search criteria as you would like to narrow the results. Buyer
Is a required field. Click Search. Your results are displayed.

Favorites : Main Menu > Purcrlasing » HECE ipts > Rewview F-‘Leceiet Information > Partialy Received POs
Partially Received POs
~Buyer: [arry REESE @,
Business Unit From: | :':@m
Business Unit To: | :':!a.
PO Date From: 01/07/2016 |[5]
PO Date To: 06072016 Eﬂ
Search |
Partially Received POs Customize | Find | View a1l | BV = First Ell42 or 5 I ast
POBU |POID PO Date Procurement Card il PO Giy 10 Recy Bl Gty Received Bk caaanrount ':t':;;g Memha"dfseﬂ‘:g;:':;
50100 Q001131463 |01/08/2016 400.0000 287.94900 5,960,000 5,781.080
50100 0001133374 02112016 2500000 248 8000 22 809.640 22700150
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CARDINAL

Review Receipts by Location:

Review Receipt Information (continued)

On the Receipt Inquiry Selection Criteria page, enter as many search criteria as you would like to narrow the results.

Click OK.
4 CARDINAL

avc;r'rtes : Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts by Location
Receipt Inquiry Selection Criteria

Business Unit: [Eo1oo x |2,

Location: [10 @, VDOT Central HCM

Receipt No: | |l:'_%.

Receipt Line: | |':5'a

Distribution Line: | @,

ltemn ID: | @

Date Range: | |Eﬂ | |Eﬂ
[ Ok ][ Cancel ]




Review Receipt Information (continued)

On the Receipts by Location page, the Receipt Locations tab displays basic receipt information based on the search
criteria entered.

CARDINAL

Fawvaorites
-

gru'lainvru'lenu » Purchasing > Receipts > Rewiew Receipt Information > Receipts by Location

Receipts by Location

Business Unit: 50100 Refresh

Receipts

EEag
customize | Find | view a1 [ B | 2 Firet Kl 45 ora6 I gst

Receipt Locations Quantity and Amount \|

| | | | | |

Location PO Unit Receipt No Receipt Line ISeq Distribution Line Item ID Ilterm Description
PROPERTY MAMAGEMENT SERVICES

10 50100 0001562130 1 1 1 aF16001000 PROPERTY MANACEMENT SERVICES
TRAINING, MISCELLANEOUS

10 50100 0001564057 1 1 1 9243535000 MISCELLANEOUS TRAIMNING

10 50100 0001565829 1 1 1 2013012000 Roadeo Caps

10 50100  |0001567853 |1 1 1 9243535000 TRAINING, MISCELLANEOUS

MISCELLANEQUS TRAINIMNG

FROPERTY MAMAGEMENT SERVICES
10 50100 0001569796 1 1 1 9716001000 PROPERTY MANAGEMENT SERVICES

Total Cost: FB3278.0500




Review Receipt Information (continued)

On the Receipts by Location page, the Quantity and Amount tab displays the Distributed Quantity and Merchandise
Amount Base.

CARDINAL

Favorites Main Menu > Purchasing > Receipts > Rewview Receipt Informmation > Receipts by Location

Receipts by Location

Business Unit: 50100 Refresh

Receipts

Customize | Find | Wiew Al | B2l First Bl 425 or 46 I | ast
" Receipt Locations i Guantity and Amount I
Received Date Distributed Quantity I IStandard it o Merchandise Amount Base
Measure
oamze2012 1.0000 MOM 39,813.520
0arz12012 F2.0000 EA 14 FE0.000
0942712012 18.0000 EA 333.000
10/05/2012 27.0000 EA 5,5635.000
10162012 1.0000 MOM 39,813.520
Total Cost: TE3273.0500




Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer, and
click the Submit button to see if you chose the correct response.

51



The Review Receipt Information page allows you to review Receipts, POs,
Receipts by Location and the Document Status.

O True

O False
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Lesson 3: Summary

CARDINAL

In this lesson, you learned :

* How to access receipt information and related document status.
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Lesson 4: Recelve Reports

This lesson covers the following topic:

* Reports
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Reports

—

CARDINAL

There are several key receiving reports available, including:

* Receipt Summary Report

* Receipt Ship To Details Report
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Reports (continued)

Receipt Summary Report:

This report provides a summary listing of receipts within a specified date range.

You can navigate to the Receipt Summary Report using the following path:

Main Menu > Purchasing > Receipts > Reports > Receipt Summary

CARDIMNAL

Faworites ! Main Menu > Purchasing = Receipts > Reports > Receipt Surmamary

Receipt Summanry

Rumn Controld 1D Receipt_Summany Report Manager Process Monitor I—RUH—J
Langusgo: [ Enclisn [~ |

Report Regueaest Parameters

From Date: |lo1ro1zo013 | =3

Through Date: |lozmos/2o13 | =4

Business Unit: |so100 | <,
[ sawe | [=1 MNotify | [Es 2saa | [FZ1 updatesDispilay |
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Reports (continued)

CARDINAL

| | ||
CRAC e Report o FOTEa01 Feopiazof Purnhacing I
Wcar Ix: PPS_MIKE HALL RECENER SUMMARY REPORT -
Fun Gantrol: Recsipt Summary %
Reoshvsr Datac. Incdudad: THRO1E Thru: 212013
Busliness Unit: 50100 g
2hip To Reoehesr 1D Row Date Wend.or ID Vandor Mams Row shatue Maboh Etahosc Elll Of Lading Camier I
AEBEINGD AHC COD1Z347D0% 122013 COCO03SETE Horth American Sal Co Recaved Mabched
COD1E35542 11382013 COCO03SETE Morth American Sal Co Reocaved Mabshed
DOD1E355458 14203 CODOD3SETE MHorth Amesican Sal Co FEoahved Matched
CODIE3554E 472013 COCAD3SETE Horth Amesican Sal Co Reoahed To Mabch
DODE35558 18203 CODADISESE Mowmain Materialks Inc Reoahred Mabched
COCD1E3ed22 1A7Wi2013 COCODISESE MowTain Materiaks Inc Reocaved Mabshed
CODS3602E 182013 CODODISESE MowTan Materialks Inc FEoahved Matched
COCD1E8623E 1M02013 COCODISESE MowTain Materiaks Inc Reocaved Mabshed
CODIE3623E 472013 COCaDsS0195 AGGREGATES LUSAa LIS FEoahved Matched
ACCOMC RC COD1E34542 14203 COCAD23ESE HNEXCOM INC Reoahed To Mabch
DODE35553 18203 CODADISCaE Plinay Boaas Global Financlal Semvices Reoahred To Kabch
AIRPRT AHZ COD1E32395 172013 COCO03ZEZ1 FIRST PIEDMONT Corp Reocaved To Matbch
AIRPRTAHGE COD1E3S84E 1022013 CODOD3515E Thompson Trucking Inc FEoahved Matched
i
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Reports (continued)

Receipt Ship To Details Report:

This report provides a summary listing of receipts shipments within a specified date range.

You can navigate to the Receipt Ship To Details Report using the following path:

Main Menu > Purchasing > Receipts > Reports > Receipt Ship To Details

i puny |
|8 cArRDINAL |
Favovrites Mahvblenu > Purchvasing > Recsips > Repgrts > Receipt Ship To Details
Receipt Ship To Details
Run Control 1D: Receipt_Ship-To Report Manaqger Process Monitor EmmiRUNm—]
Language: I English Lv.-l
From Date: |lo1/01/20132 =3
Through Date: |o3/05/2013 B3
Business Unit: [s0100 <=
(5] save | |[=] wNotiry | [C> Aaa | (=] uUpaate/Dispiay |
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Reports (continued

CARDINAL

P Vo B Fapon 1D FOES1a Peopie=cft *unchasing Faga Mo 1
Umer I0: FPE MIFEHALL RECEIVER SHIPTO DETAIL REPORT Fun Duts EATEE
Fun Conso: Feooipl_Surremary Feun Timm B:32:03 AM
Focatsar Dbk Inchuded: pLpfriink3 Thru AN
Eichinicki LniL: Eeali il
Fecmior Marhanadise
(=T Fescuivar i wwredod Harma Hem 0 DascrpSon Zchd D Data Shis Te Fm Bovwieed Oy Accepbed Oy B ojectod Gy Astumesd Gy & rreoun
Aoz DOO01=8157E Ehamp Becronics S0Ooss01000 1 SM22010 HFTRD ETC EA 1.00 1.00 000 oo 2 =T
Cop EOMTHLY RENTAL SHARF COFER
sfCSad1000 1 SM22010 HFTRD ETRC EA 4.00 1.00 il ooo 2120

REAOMTHLY RENTAL SHARF COFER

42012 DOO1SE3358 Weashe STEIFOM000 1 &=eolz ETCROH AHG MON 1.00 1.00 .00 0.oo 8500
Management Inc | GARSAGEREFUEE BEQUFMENT
(DUMFSTERS, ETC.) RENTAL OR
LEAZE GAREAGERE-UEE
EQUFMENT (DUMFSTERE, ETC.)
FENTAL TR LEASE

AHZ0= DO01s83558 Edwans SAEITONO00 1 S2E52010 WITHWL RC2 EA 251.00 =31.00 000 ooo 1£=55
Bu=iness Ao Horod Charpe—Ceerape Colo
Machines inc
=357 I4000 1 SIS2010 WTHWL RC3 EA 1.00 1.00 000 o.co 18ZT
Addional Charge-Aoossoory

sfCSad1000 1 1022010 WYTHWL RS2 EA 4.00 1.00 il ooo A8E0S
Z& Font CoplerLeas=

|z DO01s83535 Efsans 00501000 1 10220010 FLASO N SHO EA 1.00 1.00 oo o.oo 1850
Bu=iness 35 Mondh Coplerlzase
AEachines nc

SAEITINO00 1 S232010 MASIO M AHD EA B.00 0o 000 ooo 040
“olume Eand Creerape - Color

SASITIMO00 1 =232010 MASION AHD  EA 1.00 1.00 000 o.oo 1827
Agcitonal Charge Cpboral Acce




Lesson 4: Summary

CARDINAL

In this lesson, you learned:

» How to identify some key reports associated with receiving.
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Course Summary

CARDINAL

In this course, you learned:

 How to Understand Receipts
« How to Create and Maintain Receipts
« How to Review Receipts

« How to Receive Reports

61



Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 PR346: Managing Receiving course. Please use the evaluation link to
assess this course.

[ Click here to access the survey ]]

Once you have completed and submitted the survey, close the survey window. To close the web based training course, click the
‘X’ button in the upper right corner.
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Appendix

—

CARDINAL

« Key Terms

« Diagrams and Screenshots

* Flowchart Key
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Key Terms

CARDINAL

Purchase Order (PO): A purchase order is a commitment from an agency to a vendor to purchase goods or services from that
vendor. The purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and shipping
instructions, is listed on the document and is part of the contractual nature of the purchase order.

Receipt Lines: Cardinal allows you to create one receipt that includes delivery of multiple PO items, or many receipts that each
include a partial delivery of items from one PO.

Receipts: Receipts are created when items that were ordered from a vendor arrive at your business location.

Receiving: Receiving is the process of documenting the receipt of goods or services against a purchase order (PO).
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CARDINAL

Procurement Overview

PCard
Transactions

ISSP
Transactions

Procurement
Card / ISSP

A 4

Processing

Confirming Order

Cardinal Items /
Vendors

Add/
Update

Create
Strategic
Sourcing
Event

POs— eVA

Requi-
sitions

; Add/
> Update

Contracts

WebIMS

SiteManager

\ Add/ /
» Up

date g Receive
> > 5
\ pos / Goods?
A
Ye

FleetFocus M5

|_Interfaced | Cardinal )
Vendors Vendors
A
No N Accounts
" Payable

Add/
Update
Receipts

Doc Id / Inventory Item

General Ledger

Stock Issuance Requisitions
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|#® CARDINAL

Select Purchase Order

Favorites Main Menu > Purdlasing > Recsipts » Addf/Update Receipts

Select Purchase Order

Search Criteria
PO Unit: 50100 & Days +/- Today: | 100
ID: l A startDate: [11/14/2012 B
Line / Schedule: [ 17 [ Endpate [06/02/2013 &)
Release: [ | Vendor Hame: | |Q. Vendor Lookup
Item ID: | @, Vendor Item ID: | X
Ship Tor [CNTRLOF2 @, Manufacturer ID: |
Ship Via: I Q Manufacturer's tem ID: |

Retrieve Open PO Schedules

—=

search |

OK || cancel || Refresh |

Receipt Qty Options
O No Order Qty

O Ordered Qty () PO Remaining Qty

Click image to return



CARDINAL

Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcame

Entity
Mame

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

Defines the possible outcomes of a
decision or analysis that took place in a
step immediately preceding.

Represents an entitly (person,
organization, etc.).

Start

End

Document

Stap)
Process

o it

Indicates point at which the process begins.
Deoes not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a d0m¢ment of any kind, either electronic
or had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subseguent page.

Connects steps between business
processes.
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