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Gus Procurement- Receipting

This Job Aid walks through the process of receipting your Purchase Orders.
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Step Action

Begin by clicking on the Home icon at the top right of the screen to access the
Gus Cloud Springboard.
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Click on the My Receipts icon. If this task icon is not visible from your home page.
Click on the Procurement icon which will reveal your task icons within the
Procurement module.

Click the My Receipts icon. Procurement Icon
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Step Action
My Receipts page:
%) 0
3. o
;‘,""i"""’! Reguiion s ey Doscrgton Sapplen Mawd by Date. e Purthase Order Shipmsat
4 Search by your PO number, or run a basic search by using “Anytime” and “PSU
' Business Unit”.
Locate and select your REQ by clicking in the far left cell to highlight the row. Select
multiple rows at once by using the control key while selecting lines. Click the Receive
button.
Search Results
View® 57 Receive
5. -
REQUISTION  Roquigiion  Line ltem Description Supplier Need-by Date oraerd Purchase Order  Charge Account
Quantity LOM Currency
PSU Business... REQ115 1 01:00 Dell 56 WHr 6-C... DELL MARKE... SH9/16 1EA PONTT 18054210300, 537100.0.0.0.0.0
PSU Business REQUMT 1 01:00 Latitude 15 {2557 519116 1EA PONTS 1M054210300.537100.0.0.0.0.0
P35l Business.. REQIT 2 0101 ProcessorimeR.. D KE.. 51816 1 EA PONTS
PSU Business... REQITT 3 0102 Graghics IntelRE . DELL MARKE 51916 1 EA PONTS 105.4210300.5371000.0.0.0.0
6. Use the Show Receipt Quantity or enter the amount/quantity received manually.
7 Add your attachments by clicking on the® = Attach the invoice, a packing slip, waybill,
' shipment confirmation, etc.
Click Submit.
Confirmation including Receipt number is displayed. Click OK.
Congratulations!
10. You have reached the end of this tutorial.

End of Process.




