SIMPLE RECEIPTS

This allows you to receive products without bids or contracts. To create a Simple Receipt you will click on the Purchasing
tab and choose Create Simple Receipt.

1. The first window that will pop up is shown below. Choose the p-card as the Vendor if you are reconciling your p-
card as a simple receipt. There is no Vendor Invoice # so you will use the date and store number. And fill in the

Total Invoice Value.

Vendor:
Vendor Invoice #: 01142021203
Total Invoice Value: $12.33

Actual Delivery Date: 01/14/2021

Continue Cancel

Vendor:
Vendor Invoice # Vendor Name Vendor Code | City State
Total Invoice Value: PCARD 888884 BOSTON

2. You will see an instructional note pop up:

Simple Receipt Alert

Please enter a Quantity and Price, select the Unit and update the Conversion value if
necessary, and click Add to add products to this Simple Receipt

OK

3. This next screen will list all of your products so that you can enter the quantities that you purchased as well as
the amount spent on each. To find the items you want, you will choose the filter icon in the top right corner of
the window:

Add Product

Product # Product Name Guantity Conversion Price [§} Inven:lon?:
R1299 * VEGGIE SCUP 0.00 EA 1.0000 EA ™
R4350 EPK AMSTEL LIGHT 0.00 EA 1.0000 EA
P1425 ABSOLUT 0.00 LTR 1.0000 LTR
P1427 ABSOLUT CITRON 0.00 LTR 1.0000 LTR
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4. Inthis case if you were had purchased strawberries, you would search for the item, and when you locate the
product, you will fill in the Quantity, change the Unit if necessary and fill in the price you spent on them. You will
then click Add and Close.

Add Product

Product # Product Hame Quantity Unit Conversion Price ($) entorfillieit

F1240 OAS- STRAW MIX 0.00 EA 1.0000
F1070 STRAWEERRIES 2.00 FINT - 1.0000 4.1100 PINT
F3787 TRULY STRAWBERRY/LEMONADE SELTZER CAN 0.00 CAN 1.0000 CAN
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5. Once you click the Add button, you will see a summary of the p-card purchase with the options on the bottom
right corner to add Tax or Shipping charges.

Purchase Order Number: Mot assigned Entry Date: 01/14/2021 Expected Delivery Date: 01/14/2021

Vendor CARD Reference Number: 203011421 Actual Delivery Date: 01/14/2021

Vendor Invoice Number: 01142021203 Invoice Date:  01/14/2021 Reconcile Date: 01/14/2021

Currency Conversion: Vendor Feedback (0}

Vendor Currency: USD - US Dollar

Allocate

Invoice Gross
Product # Product Name Guantity Unit Conversion Inventory Unit Price (§) Extended Extended
Value (5} Value (5}
F1070 STRAWBERRIES 2.00 || PINT || 1.0000 FPINT 12.33 12.33
Invoice Subtotal 12.33 12.33
GL Number GL Name GL Amount Tax:
51300 COGS PRODUCE 1233 Freight!Shipping:
Misc. 1:
Mise. 2:
Invoice Total: 12.33
Invoice Total: 12.33
CweriShort: 0




