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There are two different Apps available to enable you to goods receipt items / services for your school.

My Home My Inbox School Input Transactions School Reporting Transactions Procurement Transactions
Create Purchase My Purchase Requi- Print Purchase Confirm Receipt of Manage Purchase Manage Purchase Post Goods Receipt
Requisition sitions Orders Goods - New Requisitions Orders for Purchasing Doc-
ument
= & =

The Confirm Receipt of Goods — New app should be used by Requisitioners when goods receipting items / services they themselves have
ordered. Details of how to use this app are provided in the School Requisitioner guide (section 5A)

The Post Goods Receipt for Purchasing Document app should be used by Requisitioners who need to goods receipt items ordered by
other Requisitioners in school or Requisitioners who have recently left the school. Details of how to use this app are provided in this
quide.
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https://schoolsnet.derbyshire.gov.uk/site-elements/documents/administration/sap-for-schools/fiori-ordering-system/school-requisitioner-guide.pdf

How to Goods Receipt using the Post Goods Receipt for Purchasing Document app Public

1.
From the Fiori homepage
My Inbox School Input Transactions Procurement_lransacations
2. | Click on the Post Goods Receipt for
Pu rC h aS i n g DO C u m ent ap p My Inbox School Input Transactions Procurement Transactions
Create Purchase My Purchase Requi- Print Purchase Confirm Receipt of Manage Purchase Manage Purchase Post Goods Receipt
Requisition sitions Orders Goods - New Requisitions Orders for Purchasing Doc-
A= i =2
3.
Enter the_ Purchase Ord e_r number in the < SAP Post Goods Receipt for Purchasing Document v
Purchasing Document field and press
enter Purchasing Document: ‘ 8500001395 7 ‘
The Purchase Order r_lumber will u§ual!y Blackdragon Corp.
be shown on your delivery note or invoice.
Purchasing Document: 8500001395
Purchasing Document Type: DCC Non Stock PO ECPO
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The Goods Receipting screen is now
displayed

General Information Items Attachments

Enter the delivery note or invoice
number into the delivery note field. Printing: | Mo print . Document Date:+ | 13.06.2025
Adding information into the note field is Bil of Lading: Delivery Note: | DN1234 SRR 15002z
optional.

R ER

The Document Date and Posting Date are
pre-populated and must not be changed

5. Tick the relevant boxes to select the
required item(s).

If all items have been delivered then you
Can tick the top bOX to Select a” items General Information Items Attachments

Items (3)

The delivered quantity box displays the @) [ een open cuantty | Detvers Becount Assgmert
number of items outstanding for receipt, | o
g p [v] || Blue pens ref 1234 10.000 EA EA 9| 0w >

so where a partial delivery has been
recieived then this quantity should be
adjusted to reflect the quantity received
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IZ\ Black pens ref 3456 5.000 EA
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[] || Red pens ref 6789 3.000 EA

If the delivey is complete or if you wish to
view the Account Assignment details then
click on the arrow on the right hand
side of the screen to open the Goods
Receipt item screen
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6 ) . . Quantity Account Assignment Additional Information
Tick the delivery complete box only
When a‘” Of thls Item type have been Delivered (Unit of Entry): ‘ 10.000| |EA L‘_T“ Delivery Completed:
delivered Open Quantity: | 10000 | [EA |
Ordered: | 10000 | [EA |
Click Apply (bottom right-hand corner of
the screen) to return back to the previous
screen Apply [ Cancel
7.
Check that the delivered quantities are Delivered Account Assignment
recorded correctly
Order (F)
Click Post. | 10000 | | EA 5 | ey -
Order (F)
L sl B O p— :
Order (F)
L 3ol B O — :
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A confirmation message is how displayed
showing the 500.. confirmation number

¥ Success

1 document(s) created:

Click OK to close this message Material Document

9. Click on the SAP icon to return to the
Fiori Home page

Post Goods Receipt for Purchasing Document ~
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