Use this Job Aid to:
Confirmation of Goods Receipt e Confirm a Goods

Receipt

BEFORE YOU BEGIN
You need the purchase order or shopping cart number.

Confirmation of Goods Receipt

A Goods Receipt is confirmation that the goods ordered have been received by the requestor. For JHU a goods receipt or
confirmation is required on any Purchase Order $2500 or over to allow payment of any invoice on that Purchase Order (PO).
PO’s under that amount may require a GR if they are of certain document types, namely, Sub-award and Subcontract
Purchase Orders (SPPQ’s), Project Purchase Orders (PROJ), Capital Expenditures- equipment purchase Orders (CAPP),
Independent Contractors, inventory purchases and auto confirming vendors.

Let’s start by searching for the shopping cart or purchase order number.
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Shopping” tab from the top line, select “Go Shopping” L L L fenom

again from the next line to access the Shopping Cart weria T :
Home Page' Shopping Alerts:

Here are some important things you need to know about
shopping in the new system. Please review them before you
continue. To continue, click on "Shop".
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> Attention Shoppers/Approvers - Important survey regarding training
for the SAP Upgrade

Select the Knowledge Network tab at the top 0f your screen 1o take the survey. In May
2010, the SAP software will be upgraded and changes are coming to the shopping
cart. The look and feel of the screens wil be different, but the functionalty and
business process will not change. You wil be receiving more detailed information
around this upgrade in the near future. The training teams would like to knowr your
preferred method of receiving information about this upgrade. Please select one.
FastFacts - ve and recorded Job aids that include simulations of different processes
Instructor-led, hands-on, classroom training on “what's the new Inok of shopping cart
mean to me?* Audtorium demonstrations/workshops 1-on-1 coaching using deskiop
sireaming software e-mail me information directly All of the above Other - please
describe

Posted 10/28/09 at 5:08 PM

P Having trouble locating a shopping cart?
Check the “Including Completad Shopping Carts™ checkbox in the Extended Search
screen in Check Status. For step-by-step instructions, please select the link below to

2. Refresh. At the Shopping Cart Home Page, click o
“Refresh” to make sure that you are viewing the most P\EERF‘S“"
up-to-date information.
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3. To create a confirmation of goods. Your shopping cart must have gone though approval and have a purchase order

number in order to create a confirmation of goods. Highlight the document from the shopping cart home page and click on
the Create Confirmation button at the top of the screen.
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Active Queries

Shopping Carts  Last7Days(2) CartMo (00 Saved (00 Awaiting Approval (00 Team Carts (00 Open for Confirmstion (07
Confirmations Last 7 Days (00 Saved (00 Deleted (00 Confirmations for Team Carts (00
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View [[Standard Yiew] |=| [ Creste Shopping Cart |[ Copy | [ Display |[ Edit || Delete | | Order | Create Confirmation | Print Preview | [ Refresh || Export 4| Fitter Setting
EL SC Mumber Shopping Cart Name Lire Mo Description IWI Gty Unit Met Walue Total Met Value Status
1001714389 Office Furniture 04027/2010 1 Office Chairs 042772010 16:59:24 10 EA 3,000.00 3,000.00  Awvaiting Spprowal
1001713243 Office furniture 1 Office Chair 04212010 16:36:20 1 | EA 300.00 30000 Sveaiting Spproval

4. Edit the amount or quantity of goods received. Confirm the quantity of the goods you have received in the Confirm

Quantity field by typing the quantity of the goods received then click on the Confirm button. You may also enter a
confirmation name and reference number (such as the packing slip number) at this time.

Create Confirmation

Confirmation Humber: G0004351 70 Purchase Order Humber: 2000766436 Status: In Process Confirmed Value: 0.00UsD
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I haterial Office Chairs 56000000 £ Joooo uso 1 DamZzo10 Cost Center 1010433003 [ |




5. Display Confirmation Number. The system will return a Confirmation number.

Display Confirmation

Confirmation Humber: 000433170 Purchase Order Humber: 2000766436 Status: Awvaiting Approval Confirmed Value: 35 000.00 JSD

Your confirmation 6000498170 has heen Posted

[Cloze | | [Prirt Preview | | [Refresh

Please note:  The goods receipt confirmation will take up to 30 minutes to appear in your work list on your
Shopping Cart Home Page.



