Goods Receipt with Reference to Purchase Order “MIGO”

Steps Screen Displayed Procedures
1 Gl S0 CO0 DRE oD SAP Easy Access PCSB Menu
SAP Easy Access SAP R/3 System Test -
B | 5| &)@ 2|« e Type MIGO in the command box
L Favorites e Press Enter
7 4 AP menu
= (3 PCSB Menu -0r-
[» 1 Finance . .
> B Propery Accounting e Click the Expand icon to the left of
el e PCSB Menu > Purchasing> Goods
= Receipt
T R— e Double Click on MIGO Goods
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Goods Receipt Purchase Order - HAROLD HAWBY JR The Overview box opens by default, this box
] | 0| oot )| 0 can be closed. It will stay open or closed
A01 Goods Recelt & | ROT Furchase Ord_ 3| | B (o@E GRgooderecelpt 101 depending on your ChOiCG.
T P”"B"‘:::O'Ws General | vendor | G0 |
T e Click on the Hide Overview button to
< Resenvations Posting Date 0412212004 Bill of lading Header tt -
o sl || B O 1o 8 cnanto close the Overview box
v HEMB‘IZS)Z:; Line |Material ShoText OK |Qtyin UnE E.. |StorLoc Batch Valuation ™ . .
Hlark Hide Cwerigw
o NOTE:
After you have created a few Goods Receipts
Wl Gy | Ve | you may wish to display the Overview
window.
2 e A01 Goods Receipt (Default)
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Show e ‘ 0 ‘ i
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—e RO1 Purchase Order: Type the
Purchase Order Number for the
material(s) that you have received.
Example: 4500000063

A Gonds Renet 2 01 Puchace . B | 4500175350

(Rooodsecet 161

G | Vel | )

FIKIG 3L -

o GR goods receipt: Type 101 (System
defaults to your last movement type)

|_—e Document Date: Type the Date

Received or Click down arrow and
select the date.

Dogument D CHEBIER Dl

PosigOae~ CAIBEOM Billdng I ARLALE sttt FOR VR FURMTION
Q ] Ui Sp B GRIGISip o
Line [fteral ShorTi 0K (ymUnE E. Borlne Baih — Nalua

o

o Posting Date: Default’s to current
date. Do Not Change.

e Delivery Note: Type Vendor’s
delivery document number if available
(packing slips, etc.).

e Bill of lading: Enter if available, other
wise leave blank.

e Header txt: Type information
pertaining to the delivery. Not required
in Finance, this is for your own
information. (If order is short, damaged,
etc.).

e Press Enter or Click the Green check
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3 5 Goods Receipt Purchase Order 4500175931 - HAROLD HAMBY JR
B0BI¢ae CRE bhan BR QB
Goods Receipt Purchase Order 4500175931 - HAROLD HAMBY JR /. Click the Close Detail Data icon (the
oo 0| o o ot [ i 1 system will Close the Detail Data until
Al Goods Receipt & RO1 Purchase Ord.. & GR goods receit 101 yOU reopen |t)

General | Vondor | 4 |

DocurnentDate ~ 05/88/2004  Delivery Note PACKING SLIP Vendor
PastingDate ~ B6/08/2004 Bl of ading IF AVAILABLE
Q D ICollective Slip & GRIGISHp No.

|E

Line |Material ShorText Wﬁ/mUnE E...Stor.Loc Cost Center [Bu .‘Pruﬂtcmr GIL Accou. I M PO RTANT:

1 [eap Traok Subre i Bl OUSHIOFER {NED4DINNY 4000 THE SYSTEM SETS THE DELIVERY

3 [Loap pociyestation b il OO3TIOFER 1EO4DINMY 451000
3 750008 ool 125t s 3 ] OO3H10FER G0400NY 451GEED COMPLETE AUTOMATICALLY! YOU

(L
% 200D ST T v VoL
Mateil | Quanty | Where | Puthase OrterData | Paer | Awountéssignment |

it G The “Del completed” ind. is set to the default
Pl value of 1 Set automatically. The system
wdowy 60 will set the status to complete when all of the

items have been received.

Example: You have a quantity of 10 on your
line item and you received 7, the system will
B mk e g not set the “Del completed” ind. until you
receive the remaining three items (create
another goods receipt).

4 —1 | NOTE:
g (18 068 CHY 80a0 BF OB = =
Goods ReceptPurchase rder 4500175431 - HAROLD HANBY JR The column labeled Qty in UnE will default
st | 1] o i P |40 with the quantity listed in the Purchase Order
| ATRERE m or the Remaining Items left if a partial Goods

Receipt has been issued.
Geerl | Vendr | |
Dowreneb  GUEN dfentoe NG SLF oy LEGROGACHOOLHGUEE | —= Click in the box of the OK column to
Pafigbse DO Sl FAMURE et FORYOIR DARTIO receive the item (repeat this for all items
Q [ 32tkecheSip 3 SRIGISIpNo H
you receive)

Line MateralShorTed 0k wgu/ E. Sorloe \Cusﬁemer AL \PmﬂtCemer\GMcwu Batt Va\ua@
1 Lesy TG ] OIGITRER JCBADINY  HEDHD 0 L C
1 Leap parfcartidye shfior V2 ‘ ‘ P @ Change the Quan_tlty If yOU qldn_t
3 TS0l caicges V2 B RIVER RO 4EIOD receive all of the items for a line item
4 Hiphgfe Wl ] OISILFER 1ODIMYY e . o
| | Example: Line 2 - Original order was a
quantity of 3 and received 2 items, the
quantity was changed to reflect the amount
received.
n
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—e Click the Post button or Click the
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L [ coeeredlo 8 GREISpNo NOTE:
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1 LeapTasee a b NIRRT a Refer to the document “Goods Recelpt to
2 | s potearnidge stafon V2 £ BII0PER [10040UMY 4510060 & 113 7777
3 #572-?00&9hﬂXJUI'I[aﬂHﬂges V2 £ BIMI0PER LUNBUMW 4510000 1 Ze ro OUt a PurChase Order M IGO
s i z I G located in Outlook Public folders.
[
g
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o] 2181600 SHiR uhoa AE @8 The document is posted and the system
b i [«
Goods‘ EE‘CEJ}JI Purchase Dl‘d HAROLD HAMBY JR returns you back to the Goods movement
Show Ovenview Hold || Check || Post | | |[E} Help . .
| — screen. The Material document number is
A1 Goods Receipt 8 ROT Purchase Od.. & GR goods receipt 101 -
” il . displayed on the bottom left of your status
General h Vendar h i | ba.r.
Document Date  06/08/2004  Delivery Mote
Posting Date 06/08/2004  Bill of lading Headertd
O[] 3collectiveSip @ GRIGI Slip No
——— ] @ Material document A000263668 posted
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Created by Polk County Schools
September 19, 2006

Help Desk, Ph: 519-8042 or 51586




