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Reconciling the Receiving and Invoicing for a Purchase

Important Reminders:

e It is the responsibility of the Requestor to stay on top of the PO from the
point of issuing to close of the PO.

e It is the responsibility of the Requestor to receive against a PO in Workday
and attach copy of the invoice or packing slip, if the PO is for a service or if
goods are received directly, and not processed through Central Receiving.

¢ When invoices are received by the end-user from the vendor/supplier, the
Requestor must also email Accounts Payable a copy to ensure payment is
made to the vendor.

e The Requestor must ensure the receiving and invoicing match if items are
shipped directly to them.

o If Material Services completed receiving on behalf of the Requestor and there
is a receiving discrepancy, the Requestor should follow up with Material
Services and make any necessary corrections.

e If receiving and invoicing match on the PO and balance remains but
Requestor wants to close the PO, the Requestor must notify the Buyer to
close the PO as they do not automatically close.

e Procurement mass closes POs and associated Requisitions monthly when POs
are fully received, invoiced, and paid.

PROCEDURES

Step 1 | Login to Workday, type your PO into the search bar, click Enter

F
N Q H

Search results will list the PO, click on the blue highlighted PO number to
open.

W Q. PO-D0B99Z

Search Results

Categories Search Results 2 items

Common All of Workday
fosete Broward College - PO-008992 - 01/30/2017 06:46:21.000 Purchase Order Printing R

Banking
PO-008992

Expenses

Financial Accounting Tip: try selecting ancther category from the left to see other results
Grants
Integrations

Organizations

People
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receiving and invoicing MATCH:

Quantity

Ordered
86930800

Received e
86930800

e —————————
Invoiced Lo
86930800

Are invoices missing?
Is there an over-receipt?

Quantity

Ordered
325000

~ Received

323105

Invoiced
. 319204

2

RcT-01 Export to Bxcel

Does receiving still need to be done?

Step 2 | Once PO is open, review the balance and each line item to ensure

If the receiving and invoicing Do Not Match, review the Business
Document Lines column to determine:

Business Document Lines

RCT-024964 for PO-008992 - Line

1
REQ-000014231

Supplier Inveice: SUP_INV-000054167 -

1153

—

(NOTE: If there should ever be a long list of

RCLOL o o\ Tab associated receipts and invoices under Business
f(' Document Lines, clicking the + button that appears

/, ) 0T CopyURL will list additional receipts and invoices for review and
rero7 Copy Text access.)

RETO1 View PrinsbleVerson | RIGOE Clicking on th_e receipt or invoice n_umber vs_/iII
2 enable you to See in New Tab and review details of
that specific receipt or invoice.
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Reviewing a Receipt
Once you click See in New Tab to view a specific receipt the View
Goods Receipt Line page will appear. Click on the blue receipt number
located next to Receipt

View Goods Receipt Line

Goods ReceiptLine Q

Receipt RCT-024964 for PO-008992

Currency usp

Supplier VANARSDALE INNOVATIVE PRODUCTS, INC.

Item (empty)

Item Description MT-20100CF Standard Supine Baseplate - Carbon Fiber
Spend Category 89865 - Radiation Therapy Equipment and Accessories, X-Ray
Quantity 1

Unit of Measure Each

Unit Cost 1,153.00

Extended Amount 1,153.00

Ship-To Address 3507 5W Davie Road Central Receiving, Bldg 23 Davie, FL 33314 United States of America

The View Receipt page where you can review the receiving and cancel
the receipt, if necessary.

View Receipt

RCT-024964 for PO-008992 (=)

Purchase Orde Supplier Status Total Amount  Currency
PC-008992 VANARSDALE INNOVATIVE PRODUCTS, INC. Approved $1501.00 USD
arm: Attachment Assets P History  Lines
e Sort By
Line Information
Q search Htem Deserintion WT201000F Stondard Supine Baseplate - Garben Fiber
Goods Lines Quantity to Recelve
Uit of Measure Each
MT-20100CF Standard Supine Base.. n
Each Quantity Ordered

Quaniity Already Received 1
MTPLCO! Prone Lock Cushica
Eact Quantity Involced

Memo mpy

> Additional Information

If the receipt needs to be cancelled: (See page 6)
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Reviewing an Invoice
Per the Business Document Lines screen shot on page 2 return to this
area to review any affiliated invoices. Once you click See in New Tab to
view a specific invoice the View Supplier Invoice Line page will appear.
Click on the blue supplier invoice number located next to Supplier
Invoice Document
View Supplier Invoice Line
Supplier Invoice Line Information
Supplier Invoice Line Q
Supplier Invoice Document Supplier Invoice: SUP_INV-000054170 ﬁ
Supplier VANARSDALE INNOVATIVE PRODUCTS, INC.
Description MT-APU-D2.4 S-Type Dispisable U-Frame 2_4mm
The View Supplier Invoice page where you can review the invoice
w Q) search \vy
View Supplier Invoice
View Exceptions
Supplier Invoice Q Invoice Number ~ SUP_INV-000054170  Status  Approved Match Status ~ Matched Payment Status ~ Paid
Invoice Information Terms and Taxes
Company Broward College Payment Terms Net 30
Supplier VANARSDALE INNOVATIVE PRODUCTS, INC. Discount Date (empty)
Currency UsD Due Date 04/12/2017
Invoice Date 02/10/2017 Default Payment Type  Check
Invoice Received Date  (empiy)
Total Invoice Amount ~ 926.00
Amount Due 0.00
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To review the receiving and invoicing discrepancy, go to the last
Supplier Invoice in the Business Document Lines column and
open in a new tab. Click on the Supplier Invoice number to
display details about the invoice

View Supplier Invoice Line

Supplier Invoice Line Information

Supplier Invoice Line Q /

Supplier Invoice Document  Supplier Invoice: SUP_INV-000033122

Supplier ABB CONCISE OPTICAL GROUF, LLC

Description Eyeglasses and accesscries on an as ne|

Under the Business Document column, you will see a number under
Matching, click on this humber to open details in hew and separate tab

Business Document

P0O-003557 - Line 1

Matching
70
Click on the Excel icon to open the detailed report in an Excel /
spreadsheet
iteria  View by: . and then by: v Refresh l
(=N
D ine | D atus ocument uanti nit of Measure 0 (e urrency emo
u Type st gate Q ity U i Cost Amount c M
PO-003557 - Line Purchase Issued 07/22/2015 325000 Year usp Reducd
I Order S0.01 $3,250.00 €..mor
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Review the receipts and invoices to find the error, noting which receipts match
a specific invoice and which receipts and/or invoices do not match up. This list
provides all the receipts and invoices associated with the PO and you can pull
them up to view each individually.

A B E G H |
Business Document Line  Document Type Status Document Date Quantity Unit of Measure Unit Cost Extended Amount Currency
B | PO-003667 - Line 1 Purchase Order Issued 71222015 326000 Year 0.01 %53,260.00 UsD
RCT-009876 Receipt Agproved 71272015 47614 Year 0.01 476,14 UsD
h |RCT-010250 Receipt Agproved 8/14/2015 7649 Year 0.01 %7649 uUsD
RCT-010328 Receipt Agproved 8/19/2015 9143 Year 0.01 %9143 UsD
RCT-010668 Receipt Agproved 8/31/2015 8845 Year 0.01 %88.45 UsD
7 |RCT-010978 Receipt Agproved 9/11/2015 4274 Year 0.01 2.4 UsD
RCT-011891 Recei Agproved 1011312015 10173 Year 0.01 %101.73 UsD
b [RCT012232 Receipt Iapproved 102312015 48884 Year 0.01 %5488.84 UsD
0 [RCT-012236 Receipt ‘Agproved 1012312015 9597 Year 0.01 %96.97 UsD
1|RCT-012398 Receipt Agproved 10/29/2015 8166 Year 0.01 %$61.66 usD
2| RCT-012645 Receipt Agproved 11/5/2015 22491 Year 0.01 %5224.91 UsD
3 |RCT-012656 Receipt Agproved 11/5/2015 6698 Year 0.01 %66.98 UsD
4|RCT-012765 Receipt Agproved 11102015 30500 Year 0.01 %§305.00 usD
5 RCT-012766 Receipt Agproved 111102015 6099 Year 0.01 %560.99 UsD
6 |RCT-013091 Receipt Agproved 111202015 37042 Year 0.01 %3042 UsD
7 RCT-0133%4 Receipt Agproved 12/312015 10349 Year 0.01 §103.49 UsD
8 RCT-0136%4 Receipt Agproved 1211112015 33442 Year 0.01 %334.42 UsD
9 RCT-013728 Receipt Agproved 1211412015 9597 Year 0.01 %596 97 UsD
0 |RCT-014725 Receipt Agproved 2/3/2016 11048 Year 0.01 %1048 UsD
1 RCT-014780 Recei Agproved 2/4/2016 1494 Year 0.01 %§14.94 UsD
2b
3|SUP_INV-000023428 Supplier Invoice Agproved 7112015 13520 Year 0.01 13520 UsD
4| SUP_INV-000023429 Supplier Imvoice Agproved 112015 9549 Year 0.01 %595 49 usD
5| SUP_INV-000023430 Supplier Imoice Agproved 71212015 9699 Year 0.01 %596.99 UsD
6 | SUP_INV-000023433 Supplier Imvoice Agproved 71912018 5249 Year 0.01 %5249 UsD
7 | SUP_INV-000023435 Supplier Imvoice Agproved 7122015 9597 Year 0.01 %§95.97 UsD
B | SUP_INV-000024387 Supplier Imoice Agproved 712812015 7649 Year 0.01 %7649 UsD
9| SUP_INV-000024449 Supplier Imoice Agproved 71612015 1494 Year 0.01 %514.94 UsD
0 SUP_INV-000024452 Supplier Imvoice Agproved 71022015 7649 Year 0.01 %7649 UsD
1| SUP_INV-000025291 Supplier Imvoice Agproved 8/19/2015 3847 Year 0.01 %3847 uUsD
2| SUP_INV-000025292 Supplier Imoice Approved 8/24/2015 4998 Year 0.01 %549.98 UsD

NOTE: The row with the Requisition humber can be deleted from the
spreadsheet, it is not relevant to the review and analysis of the receipts
and invoices.

Receipts cannot be edited. If a receipt needs to be corrected, the original
receipt MUST be cancelled and a new receipt created with the correct
information.

To cancel a receipt, click on the magnifying glass next to Receipt in the upper
left hand corner. The Actions menu will appear, hover cursor over Receipt,
and click Cancel.

© Onelogin @ View Receipt - Workday x + - o x

<« c

& wds.myworkday.com/brow

srdcollege/d/inst/

12 Apps [0 Broward College [B.. gy Home - Workday

View Receipt
RCT-013694 for PO-003557 Geies)

Quantity Invoiced

Memo

> Additional Information

319204

Reduce original amount per Lioyd Holness and Dr. Stalliard

Actions . R T =
View Receipt | =
Receipt Cancel 13694 for PO-003557
Information  Attachments Pr  Business Process > -
Status Approved  Receipt Lines 1 ter = il /@
Favorite >
Company Broward Receipt Line or Retur Line Description Spend Category Extended Amount
Integration IDs > College
Reporting > Eyeglasses and accessories on an as needed basis 62526 - Eye Glasses Including Sunglasses 3442
Supplier ase for the Vision Care program (North Campus -bidg  (Including Frames, Cases, Parts, etc.)
em CONCISE 41/ Rm 104)
OPTICAL
Q search GROUR LLC
Goods Lines Purchase Order ~ PO-003557
Eyeglasses and accessories onan .. 3231 currency =
DocumentDate  12/11/2015

Images of Duplicate Receipts
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Cancelled version

View Receipt

RCT-042111 for PO-013796 (actions)

Purchase Order Supplier Status Total Amount ~ Currency
PO-013796 OFFICE EXPRESS SUPPLIES, INC. Canceled $1429 USD

omaion  Atachmens Proces sty

1 item

Line Information
Q search

Item Description Office Supplies for Physical Therapist Assistant Program.

Goods Lines Quantity to Receive 1429

Unit of Measure Each

Office Supplies for Physical Therapl.. 84686/85000
Each Quantity Ordered 85000

Quantity Already Received 84686

Quantity Invoiced 84686

Memo 2702817

If a receipt is cancelled, the end-user must make sure the PO receiving
has been corrected on the PO and obtains the invoice matching results
desired.

If there has been no receiving and invoicing, why? Was another PO used? Or a
different payment method? Or was the PO not needed? Research and correct.

Approved version

View Receipt

RCT-042115 for PO-013796 (actions)

Purchase Order Supplier Status Total Amount  Currency

P0-013796 OFFICE EXPRESS SUPPLIES, INC. Approved $115.87  USD

Information Attachments Process History Lines

1item

Line Information

Q seercn Item Deseription Office Supplies for Physical Therapist Assistant Program.
Goods Lines Quantity to Receive 11587
Unit of Measure Each
Office Supplies for Physical Therapi.. 84686/35000
Each Quantity Ordered 85000

Quantity Already Received 84686
Quantity Invoiced 84686

Memo 1701726
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Where to find Training Aids

Additional Training Aids are available in the Workday worket Training Aids

Inbox

E::) Applications
20 items

Training Aids

Curriculum
Management

Select Finance

Quicklink tem

BASICS

BUDGET

FINANCE

HUMAN RESOURCES

KAINOS SMART

PAYROLL

SEAHAWK STUDENT

WORKDAY CROSSWALK DATA CONVERSION INFORMATION

The list of documents includes:
e Find and Edit Requisitions
Find a Purchase Order

e Create a Change Order for a Purchase Order
¢ Create Receipt for Purchase Order
e And many more!
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https://connect.broward.edu/departments/admin/PDT/Finance/SitePages/Home.aspx
https://connect.broward.edu/departments/admin/PDT/Finance/SitePages/Home.aspx

Workday Training
Home

Training Aids

Finance @

TRAINING AIDS (USE CHROME OR FIREFOX TO VIEW LINKS)

[ Title
Find and Edit Requisitions

Add/Edit Employee Expense Payment
Election

Create Expense Report- Travel
Create Spend Authorization

Create Expense Report for Mileage
Reimbursement

Create Expense Report for Employee
Purchases

View/Edit Supplier Invoice and Find
Payment

Create a Requisition to Request Goods
and Services

Obtain a Procurement Card (P Card)
Verify Procurement Card Transactions
Obtain a Travel Card (T Card)

Create a Supplier Request

Description
Learn to how to edit requisition in draft or saved for later mode

Learn how to set up expense payment election for out of pocket
expenses

Learn how to create expense report for employee and student travel
Learn how to create a spend authorization (pre-approval)

Learn to Create Expense Report for employee mileage reimbursement
Learn how to create expense report for employee purchases
Learn how to find and edit a supplier invoice and find supplier invoices

payment

Learn how to create a catalog and an ad-hoc requisition to request
goods and services

Learn how to obtain a P Card
Learn how to verify P Card Transactions
Learn how to obtain a T Card

Learn how to create a supplier request
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