HOW TO GET A RECEIPT # IN AIS

1. Go to SIU site (http://www.siu.edu/ais) and press on AIS PRODUCTION SYSTEM.  This will come up again on next screen.  Click on AIS PRODUCTION SYSTEM again.  Next screen will be password and next screen, click on SIU DEPARTMENT RECEIVER.  Now you are ready.

2. First screen (Navigator window):  Highlight Receipts and click on open.

3. Second screen (Organization window):  

a. Highlight ‘Edwardsville Procurement Organization’

b. Click OK

4. Third screen (Find Expected Receipt window):

a. Place your cursor in the Purchase Order field

b. Enter your assigned purchase order number in the Purchase Order field

c. Click FIND
5. Fourth screen (Receipt Header window): 

a. Accept the default receipt type of ‘New Receipt’

b. Hit TAB to the Shipped Date field and enter the date found on the packing list either by typing in the date as DD-MON-YYY or clicking on the list of values button on the toolbar to bring up the calendar and clicking on the date

c. After entering the date in the Shipped Date field, the cursor will automatically move to the Packing Slip field.  The Packing Slip field is an optional field for the Packing Slip Number if there is one indicated on the Packing Slip.

d. Tab to the Freight Carrier field and click on the list of values button on the toolbar.   Highlight the freight carrier that delivered the merchandise.

e. Click on OK.  

f. Your cursor automatically moves to the Bill of Lading field.  This is an optional field.  You can tab through it to the Container field.

g. Enter the number of containers (not individual items) that were delivered.

h. Tab through the Received By field and the Supplier field and accept the defaults.  The Received By field can be changed from your name to the name of the person who actually received the merchandise.

i. Tab to the Comment field and enter applicable comments if any.

6. Tab to the Receipts window.

7. Fifth screen (Receipts):  Click in the checkbox next to the line corresponding to the item you received.

8. Verify that the number in the Quantity field is the amount actually received.  If necessary, change the quantity to the actual amount received.

9. Click the Decriptive Flexfield (Two handled beer mug) to the far right of the line.  Type “R” and TAB.

10. Click OK – this will return you to the Receipts window.

11.   Click on the toolbar button that looks like a diskette to save your work.  The system automatically assigns a receipt number.

12. To find your receipt number, click on the header button at the lower right hand corner of the screen.

13. You are done.  Go to Action Close Window.

