=5 TEXAS TECH UNIVERSITY

HL; HEALTH SCIENCES CENTER TeChBuy — ReCeiViIlg

Finance Systems Management

The receiving receipt feature allows you to enter receiving in TechBuy. All receiving
information for TechBuy purchase orders must be submitted through the TechBuy
receiving process. All orders must be received, no matter the vendor or type of order,
except Direct Pay Orders. For additional information on required receiving, please
review HSC OP 72.09.

As a general rule, the correct method of Receiving in TechBuy can be determined by
the lines on the Purchase Order. If a Purchase Order is set up as each (EA) or month
(MON) or itemized at a fixed amount, a Quantity Receipt should be completed. If a
Purchase Order is set up as a lot (LOT), job (JA), or Standing Order and the number of
items or cost is not defined or if the Purchase Order is a Standing Order that will be
invoiced as items or services are provided, a Cost Receipt should be completed.

To create a receiving receipt, first, locate the purchase order.

There are several ways to search for the Purchase Order (PO) using Document Search
from the Orders menu navigation located on the TechBuy shopping home page:
e View your purchase orders from My Orders listed under My Purchase Orders.
e Search by requisition number from My Orders then My Requisitions.
e Search for purchase order or requisition number from the Search icon.

For this example, click My Orders and My Purchase Orders.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

Click
My Purchase Orders

Shop * Shopping Home Page

Ord Quick search Q

Search My Requisitions

My Orders My Purchase Orders

My Invoices

My Receipts

The My Purchase Orders page displays. Once you have located the appropriate
Purchase Order, click the PO Number link in the PO Number column to display the PO.

T = Al - Search (Alt+Q) Q 000USD W D - Oy
Orders » Purchase Orders 0 Logout
= My Purchase Orders MisaveAs ~  APinFiters ~  ZExportAll ~
Quick Filters My Searches rea c Q @ AddFilter v  Clear All Filters ?
PO O + X
Supplier >
< > Page 1 of 2 1-10 of 12 Results * 10 Per Page ~
PO Status >
Business Unit > “f Ponumber @ Supplier Number Shipment Status Matching Status Total Amount ¥
Department > .| Te004260 Quality Bio CI Ick 3647806 No Shipments No Matches 650 USD
Prepared By S TB004459 w [l PO N u m b er 3759888 Sent To Supplier No Matches 37.26 USD
Current Workflow Step > TB003926 Summus INEESERe e Sent To Supplier No Mztches 79.45 USD
Invoice Status N TE003891 Summus Industries Inc & [ Completed ] 3202785 Sent To Supplier No Matches 79.45 USD
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TechBuy — Receiving

The PO Summary page will display.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Purchase Order + Summus Industries Inc + TB004459 Revision 0

Status Summary

ns 1 Confirmations Shipments

General Information Shipping Information
PO/Reference  TBOO4459 Ship To
No.

Contact Name Shannon Myers

Revision No. 0 Phone +1 (806) 743-3594
Email shannon.myers @ttuhsc.edu
Priority Normal Tx Tech Univ HSC
3601 4THST
Supplier Name I (§) Summus Industries Inc 6209
LUBBOCK, TX 79430
Address 77 Sugar Creek Center Blvd Ste 420 United States
Sugar Land, Texas 77478-3688 United
States
Contact Information
Phone +1281-640-1765

Owner Name  Shannon Myers

Supplier Fax No.  +1 281-640-1766 Owner Phone 1 806.745-25

Purchase Order  4/24/2023

Qwner Email shannon.myers@ttuhsc
Date
Total 37.26 shipTo Address  HLU00Z
Code
Requisition 3759888 view | print
Number
Cardinal Account Code
Principa no value

Medical/Surgical no value
Supplier
Account Code

Investigator

Al - Search (Alt+Q) Q 0.00USD W Q|-

@ ™ @ ---  20f12Results ¥ < >

Silng/Payment -~ TS

Details ~

Bill To

Supplier Status
TTUHSC Payables
Box 5970 Sent To Supplier
Lubbeck, TX 79408
United States Supplier
Summus Industries Inc
BillTo Address  TTUHSC Payables
Code

Total (37.26 USD) ~

Billing Options

Accounting Date  4/27/2023

Payment Terms 0, Net 30 a)

37.26
0.00

Purchase Order

0.00

Summary displays

37.26

Related Documents v

Requisition: 3759888 -

Creating a Quantity Receipt

To document the receipt of specific items

or goods from the PO Summary page, select

the Create Receipt option from the ellipsis drop-down list at the top right in the header

options.

TEXAS TECH UNIVERSITY
HEALTH SCIECES CENTER

Purchase Order + Summus Staples « P1114320 Revision 0

Status Summary Revisions 1 Confirmations shipments

General Information Shipping Information

PO/Reference No.  P1114320 ship To

Revision No 0 Contact Name Shannon Myers
Phone +1 (806) 743-3594

Email shannon. myers@ttuhsc.edu

Priority Normal Tx Tech Univ HSC
3601 4TH ST
. . 9
Supplier Name ER S & B summus Staples LUBBOGK, TX 79430
United States
Address 500 Staples Dr Apt MS309R

Framingham, Massachusetts 01702-

4478 United States Contact Information

Fhone 18005275068 Owner Name Shannon Myers
Supplier FaxNo.  +1 2813402058 Owner Phane +1 8067433594
Purchase Order - 4/15/2024 Owner Email shannon myers@tiuhsc.edu
Date
Total 10,16 ShipTo Address  HLUDOZ
Code
Requisition 4004101 view | prine

. . Alt+a) Q 0.00USD !I QO O3
Click ellipse to —d ]
reveal drop-down list

- Summary
Billing/Payment ¥ Create Credit Memo

i reate Invoice
Bill To Details

Print Fax Version

TTUHSC Payables
Box 5970
Lubbock, TX 79408
United States.

Select
Create Receipt

Code

Total (10.16 USD) v
Billing Options

9, H
AccountingDate  4/15/2024

Payment Terms 0, Net12
10.16

0.00
Handling 0.00

Shipment via Destination

10.16
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TechBuy — Receiving

Select Create Quantity Receipt.

P1114320: Create Receipt

Net Qty Net Cost Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Received Received

- Staples Notepads, 5" x 163873 Select

8", Narrow Ruled, White,

Pads/Fack (375735 Create Quantity Receipt

Sharpie Permanent 125328 a.32 107 y 4
Marker, Fine Tip, Black,
Dazen (30001)

Create Quantity Receipt Create Cost Receipt Cancel

A draft receipt is created utilizing the information from the purchase order. It includes a
Header Information section that contains basic receiving information and a Receipt
Lines section to enter the actual quantities received.

¥ TR, Al Sewch (Atv) a owuo w om Of
Quantiy Receipt - 628813 Header Information P e o |- |
Summary Commerts sttschments st section
Summary =
Details v
Receipt No To Be Assigned
Trac g N
Creati Dat 4/15/2024 3:01:23 PM
Receipt Date 4/15/2024 =] Source Manual
7l Flexible Text Field
Suppli
Packin N
ible Te R d by (Texas Tech U
Supplier Name ‘Summus Staples
e Dre v Total (10.16 USD) v
Received by Shannon Myers (Texas Tech University Health Sciences Center) — 1016
ittach it: Add
Receip v 10.16
e 9 Related Documents v
it ecelpt Lines 4 Purchase Order P1114320 -
620 000 characters remaining
LUBBOCK, TX 79430 . .
nited States Se Ctl 0 n What's next? v
Workflow Status ® Draft
- O Workflow
PO -+ P1114320 &[] o Draft
Line Item Catalog No. Qty/uom Quantity Status

The following fields are available in the Header Information section:

e Receipt Name - The receipt name is automatically generated.

e Receipt No. — Once the receipt is completed, the system will assign a numerical
document ID. This receipt number can be located from the purchase order to
track total receiving by PO.
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TechBuy — Receiving

e Receipt Date — As a general rule, the Receipt Date must be entered as the
actual date you physically received the items or goods or the last date of
the service provided.

e Packing Slip No. — Enter the packing slip number if it is available.
e Supplier Name — The vendor will automatically default from the purchase order.

e Received By - This field will automatically default based on your eRaider
credentials.

e Receipt Address — The Ship To Address entered on the purchase order will
automatically default. You can only change the receipt address if you have
additional Ship To Addresses entered into your user profile.

e Carrier — Select the appropriate carrier from the drop-down list.

e Tracking No. — Enter a tracking number if it is available.

e Flexible Field 2 — This field can be used for additional information. We
recommend entering the vendor’s invoice number if it is available.

e Attachments — This field allows you to add documentation to your receiving
receipt such as a scanned copy of the packing slip and / or the vendor’s invoice.
Note: you must still attach and submit all invoices in the Invoice Management

System (IMS).

e Notes — This is an additional field to enter information that will help Accounts
Payable or your department. We suggest entering information such as the
invoice number.

Receipt Name 2024-04-15 UXCB74 02 Carrier Other v
Receipt No To Be Assigned

g No.
Receipt Date 4/15/2024

Flexible Text Field
Packing slip No fl';-r"'-:*‘l-
Supplier Name Summus Staples Headel"
Flexible Drop Down ~
Received by Shannon Myers (Texas Tecl FI eld (S )
ttachments -

Attac Add

Receipt Address v

The Receipt Lines section is where you enter the receipt details. The Quantity field is
required. Enter a valid quantity amount received for goods or services.
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TechBuy — Receiving

If you have goods or services on the order that have not been physically received, you
must remove the items from the receipt. Select the items that should not be included in
the receipt by checking the box to the right of the item(s). Once all items that need to be
removed have been chosen, select the Trash Can icon.

Quantity Receipt - 628813 TO delete a.n
S S . item, select Box
then Trash Can

Lne  item Qty/UoM Quantity status etail v

Ordered

Enter

Valid Quantity

e

Shannor
PO Business Uni Texas Tech University Health Sciences Center Received b ( Texas Tech University Health St
(Health Sciences Center) ce

The marked items will no longer appear on the receiving receipt. This should leave only
items you wish to mark as Received, Returned, or Cancelled in the status column. To
receive the remaining items on the receipt, verify the quantity is correct for each line
item.

PO - P1114320 &[]
Line Item Catalog No. Qty/UOM Quantity Status
_- Ordered
Verify
Staples Notepads, 5" x 8", Narrow Ruled, White, 50 A 'IH 1 Received v (R N
Sheets/Pad, Dozen Pads/Pack (STS 8) Quantlty Recbived
Returned
PO Business Unit Texas Tech University Health Sciences Center
(Health Sciences Center)
Contract No no value T
Line Item Type no value
Flex Fleld2 Select from
Status options
Attachments Add

The Comments tab will allow you to add comments to the receipt. From the receipt,
you can see all the comments related to the receipt and its associated requisition,
purchase order, and invoice.

Before completing the receipt, verify you have entered all information correctly. Once
the receipt is accurate, return to the summary tab of the receipt and click Complete.

TTUHSC Finance Systems Management March 2025 Page 5|13



TechBuy — Receiving

Quantity Receipt + 562014

Summary

Receipt Name
Receipt No

Select
Comments Tab,

2023-04-24 UXC674 0

To Be Assigned

if needed

Contact Name Shannon Myers
Phone +1 (806) 743-3594

Email shannon.myers@ttuhsc.edu
Tx Tech Univ HSC

3601 4THST

6209

LUBBOCK, TX 79430

United States

prity Health Sciences

Other

Q 0.00USD W

Click

iiﬁ‘tes
Complete

Details ~
Creation Date 4/24/2023 413:31 PM
Manual

Supplier Summus Industries Inc
Shannon Myers

Receivedby  (Texas Tech University Health Sciences

Total (37.26 USD)

Related Documents

Purchase Order: TB004459

‘What's next?

Center)

~

37.26

37.26

Note: Do not complete a receipt with a “0” (zero) quantity for any line. The quantity must
be changed or the line removed to complete the receipt. If receiving is entered with a
zero line, the system determines that the item has been received and will process the

invoice for payment.

The system will assign a receipt number to the completed receipt document. Click the
Receipt Number link to view or print the receipt.

W ECs ey
HEALTH SCIENCES CENTER

Summary

Receipt number
Receipt Name
Receipt status

Receipt Type

628820

2024-04-15 UXC674 01

Completed

Quantity

Summus Staples

Al Search (Alt+Q) Q

@ Your Receipt has been Completed

Next Steps

You can view or print this gl Receipt 522520, Br via the Search Receipts page

Chart T/ Users: Share your feedback on the vendor's performance here:

Vendor Performance Survey, Yourfaput quides s in enhancing our relationship and
service expectations.

Return to your home page

Create draft receipt

Click

Receipt Number

000usD W
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TechBuy — Rece

ving

The receipt displays.

o TR TRy

Summary

Suppliet

Line

ftem

EALTH SCIENCES CENTER

Sheets/Pad 12 Pads/Pa

Quantity Receipt - 562014

Comments

2023-04-24 UXC674 01

4/24/2023 4:25:39 PM

562014

4/24/2023

no value

summus Industries Inc

Shannon Myers {Texas Tech University Health Sciences

Center)

no value

Contact Name Shannon Myers

Phone +1 (806) 743-3594

Email shannon.myers@ttuhse.edu

Tx Tech Univ HSC
3601 4TH ST

6209

LUBBOCK, TX 79430
United States

PO * TB004459

Notes 3 x 3 Assor

old 100
S-338012/52566)

Catalog No

576153

10z

Al

no value
no value
no value
no value
no value

Add

no value

Quantity Status

1 Received

Search (Alt+Q) Q ogousp W O |w

Details v
Creation Date 4/24/2023 4:13:31 FM

Completion Date 4/24/2023 4:25:39 FM

Source Manual

Supplier Summus Industries Inc

Shannon Myers

Received by  (Texas Tech University Health Sciences

Center)

Total (37.26 USD) ~

Subtotal 37.26

37.26

Related Documents v
Purchase Order: TBODA459 -
‘What's next? ~

Workflow Status ® Completed

& Workflow oo

Creating a Cost Receipt

To document the receipt of services from the PO Summary page, select the Create
Receipt option from the ellipsis drop-down list at the top right in the header options.

TEXAS TECH UNIVERSTTY
HEALTH SCIENCES CENTER

eference No.

Revision No,

Priority

Supplier Name

Address

Phone

Supplier Fax No

o

Summary

General Information

P1114321
0
Normal

B3 S O R summus stap

500 Staples Dr Apt MS309R
Framingham, Massachusetts 01702-
2478 United States

+1 800-527-3068
+1 281-340-2053

A0

Purchase Order + Summus Staples « P1114321 Revision 0

mations Shipments

Shipping Information

shipTo

Gontact Name Shannon Myers
Phone +1 (806) 743-3594

Email shannon.myers@ttuhsc.edu
Tx Tech Univ HSC

3601 4TH ST

LUBEOCK, TX 79430
United States
Contact Information
Owner Name: Shannon Myers
+1 806.743-3504

Owner Phone

hange Res

All ~

Search (Alt+Q) Q ooouso w o O

Click ellipse to

& reveal drop-down list

Billing/Payment

Bill To

TTUHSC Payables
Box 5970
Lubbock, TX 79408
United States

BillTo Address
Code

TTUHSC Payables

Billing Options
Accounting Date  4/15/2024

PaymentTerms  0,Net12

v Summary

f2Resuts v < D

H

Comment

Add Notec 1o Hictg

Create Receipt
I

reate Invoice
Details

Print Fax Version
Supplier Status

Sent To Supplier

Select
Create Receipt .

22.58
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TechBuy — Receiving

Select Create Cost Receipt.

P1114321: Create Receipt

Net Qty Net Cost Catalog No. Size/Packaging

Received Received S e I e Ct
— - gvggrg;\?;su\r;fepgérfjs 1949018 Cl’eate COSt ReCGIpt

Wipes/Container, 3/Pack
(30208)

Expo Whiteboard Care 120741
Dry Erase Cleaner, Blue
(21803)

Create Quantity Receipt Create Cost Receipt Cancel

A draft receipt is created utilizing the information from the purchase order. It includes a
Header Information section that contains basic receiving information and a Receipt
Lines section to enter the amount of services received.

L Search (AIt+Q) a ooouso W o Dg

- Save Updates Complete .

Header Information

Cost Receipt * 628831

summary Commerts Atachmerts Histon section
Summary =|
Details ~
Receipt No To Be Assigned
Creation Date 4/15/2024 31717 PM
Receipt Date 4/15/2024 @ Source Manual
iy
Supplier Summus Staples
Packing N Shannon Myers
Received by (Texas Tech University Health Sciences
Center )
Suppl Summus Staples
Total (22.58 USD) ~
Rec: Shannon Myers (Texas Tech University Health Sciences Center) S 2058
ttack t: Add
Receipt Address v 2258
Related Documents v
Tx Tech Univ HSC
3601 4TH ST z Purchase Order: P1114321 L]
6209 oissacsia 12ma
LUBBOCK, TX 79430 .
United States R - t L - What's next? M
ecelpt Lines [ -
seCtIOn O | Workflow
PO - P1114321 / &[] o Draft
Acive
Line Item Catalog Ne. ‘Cost Ordered Cost Status

The following fields are available in the Header Information section:

e Receipt Name — The receipt name is automatically generated.

e Receipt No. — Once the receipt is completed, the system will assign a numerical
document ID. This receipt number can be located from the purchase order to
track the total received by PO.
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TechBuy — Receiving

e Receipt Date — The Receipt Date must be entered as the actual date the
services were completed. If services are for a week or month, enter the last day
of the week or month. If services are for a year, enter the first day of the service
year.

e Packing Slip No. — Enter the packing slip number if it is available.
e Supplier Name — The vendor will automatically default from the purchase order.

e Received By — This field will automatically default based on your eRaider
credentials.

e Receipt Address — The Ship To Address entered on the purchase order will
automatically default. You can only change the receipt address if you have
additional Ship To Addresses entered into your user profile.

e Carrier — Select the appropriate carrier from the drop-down list.
e Tracking No. — Enter a tracking number if it is available.

e Flexible Field 2 — This field can be used for additional information. We
recommend entering the vendor’s invoice number if it is available.

e Attachments — This field allows you to add documentation to your receiving
receipt such as a scanned copy of the packing slip and/or the vendor’s invoice.
Note: you must still attach and submit all invoices in the Invoice Management

System (IMS).

e Notes — This is an additional field to enter information that will help Accounts
Payable or your department. We suggest entering information such as the
invoice number.

Receipt Name 2023-04-25 UXC674 01 Carrier Other ~
Receipt No To Be Assigned _ ind Na
R ¥ 4/25/2023

Supplier Name Summus Industries Inc
Flexible Drop Down v
Received by shannon Myers (Texas Tech Ullversity Health Sciences

Center)

Header Fields

The Receipt Lines section is where you enter the receipt details. The Cost field requires
a valid cost to be entered or verified for each line item.

Attachments Add
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TechBuy — Receiving

If you have services on the order that have not been completed, you will need to
remove the items from the receipt. Select the items that should not be included in the

receipt by checking the box to the right of the item(s) and then select the Trash Can
icon.

T TEXAS TECH UNIVERSITY
MEALTH SCIENCES CENTER

Al - Sear
Cost Receipt + 628831 To delete an item, select the
Summary Comments Attachments Histor BOX then TraSh Can icon
PO P1114321 ﬂk
Line Item Enter or Ver'fy Cost Ordered Cost Status
1 Zc;u::kt[:'sscigf;:;ing Wipes Value Pack, 75 Cost 197H 19.27 Cost Received v s I

~ ITEMDETAILS €

PO Business Unit Texas Tech University Health Sciences Center
{Health Sciences Center)

Contract No. no value

The marked items will no longer appear on the receiving receipt. This should leave only
the items you wish to mark as cost received or cost canceled in the status column. To
receive the remaining items on the Receipt, verify the cost is correct for each line item.

PO - P1114321 - D
Line Item Cost Ordered Cost Status
Verify
Clorox Disinfecting Wipes Value Pack, 75 Wipes/Container % 9.27 Cost Received v ® W D
3/Pack (30208) COSt .
Cost Received
~ ITEMDETAILS €)-
PO Business Unit Texas Tech University Health Sciences Center
(Health Sciences Center) 1
Contract No no value
Line Item Type no value SeleCt
Status of item cost
Flex Field 2

The Comments tab will allow you to add any comments to the receipt. From the receipt
you can see all the comments related to the receipt and its associated requisition,
purchase order, and invoice.

Before completing the receipt, verify you have entered all information correctly. You
may Save Updates and complete the receiving later or verify the receipt is accurate
and click Complete.
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TechBuy — Receiving

e L cen (ARs) a  oowusn w o m g

Cost Receipt + 628831 C||Ck q Save Updstes .
, e Save Updates

to complete later

PO - P1114321 Summary

Draft

l:ine Item - | . o j:::l:]g:u :):s;?omwed Cost B Status ; ® . E ‘- Click
Complete
to submit now

Center)

Select
Comments Tab,
If needed '.ruL?\fzrz,sausn) ~

University Health Sciences Center
nces Cantar)

Flex Field 2

The system will assign a receipt number to the completed receipt document. Click the
Receipt Number to view or print the receipt.

® Your Receipt has been Completed

Summary Next Steps

Receipt number 628831 You can view or print this at§ Receipt 628831, pbr via the Search Receipts
page.

Receipt Name 2024-04-15 UXC674 03 Chart T/S Users: Share your feedbagilon the vendor's performance here:
Vendor Performance Survey. Your influt guides us in enhancing our
relationship and service expectation:

Receipt status Completed
Return to your hor CI'Ck

Receipt Type Cost 2
———  Receipt Number

Supplier Summus Staples

TRASTIO UNVERSITY Alw Search (Ait+Q) a 0.00USD W O |w La
Cost Receipt * 562025 = =
Summary Comments Attachments Histol
Details v
Complete Date 4/25/2023 2:59:24 PM Tracking No. no value
Creation Date 4/25/20231:26:18 PM
Receipt No 562025 Flexible Te no value
Completion Date 4/25/2023 2:59:24 PM
Receipt Date 4/25/2023 Flexible Text Field no value
Source Manual
Packing Slip No, no value Flexible Drop Down o value
Supplier Summus Industries Inc
Supplier Name Summus Industries Inc Attachments Add
shannon Myers
Received by Shannon Myers (Texas Tech University Health Sciences Recelved by (Texas Tech University Health Sciences
Center) Notes no value Center )
) Total (37.26 USD) ~
Receipt Address no value
Contact Name Shannon Myers 37.26
Phone +1 (806) 743-2504.
Email shannon.myers@ttuhsc. edu 37.26
Tx Tech Univ HSG
3601 4TH ST
6209 Related Documents ~
LUBBOCK, TX 79430
United States Purchase Order: TB0D4450 -
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TechBuy — Receiving

Now that a Receiving Receipt has been created for the PO, review the submitted
Receipt by using the document search feature under My Orders.

Select Orders, My Orders, and My Purchase Orders from the Navigation menu.
Select the PO number link from the Document Number column, if visible, or enter the
PO number in the search textbox.

; Al Search (ATt+Q) a ooouso W o  Eg
= My Purchase Orders (Modified) E priall -~
Quick Filters My Searches Greated Date: All § | TBO04459 Qe wa PO b 2
— number
Supplier v
1-12 of 12 Results ¥ 20 PerPage v
Summus Industries Inc (5]
ABG Tent and Party Rental inc. @) ~4 PO Number @ Supplier PO Status Requisition Number shipment Status Matching Status Total Amount ¥
Summus Staples [ 2]
TBO0446 it 64789
SHi Government Solutionsne €3 B004460 Qualty Biological Inc. & [ Pending ] 3647396 No shipments No Matches 6.50 USD
Qualty Bielogical In L1 .4 TBo04259 Summus Industries Inc & [ Compietea ] 3750888 Sent To Supplier No Matches 37.26 USD
© show More
4 Te003026 Ssummus Ing CI k 3242060 Sent To Supplier No Matches 79.45 USD
PO Status v h IC
8003891 Summus Ing 3202785 Sent To Supplier No Matches 79.45 USD
o PO number
Pending o 4| 78003830 summus Ing 3203052 Sent To Supplier No Matches 2095 USD
Ssnown TBOO38A1 Summus Industries Inc @ === 3195703 Sent To Supplier No Matches 1597 USD
Business Unit ? .4 posazrze SHI Government Solutions Inc @ = 3216601 Sent To Supplier No Matches 79.00 USD
Department > .4 Posaz777 SHI Goverment Solutions Inc & =3 3216576 Sent To Supplier No Matches 13.20 USD
Prepared By e 4 Posazzaz Summus Staples @ [ Compieted ] 3142493 Sent To Supplier No Matches 25.28 USD

The Purchase Order Summary page will display. Click the Receipts tab to view details
about the receipts created for this PO.

al~ Search (At+Q) Q ooousp W O w EDg

1Ty
NTER

Purchase Order + Summus Industries Inc + TB004459 Revision 0 = ® & @ ---  20f12Results v < >

General Information “ee Shipping Information v BIIIIng/PaTnt e VW _'

Details v
PO/Reference  TBOD4459 ShipTo Bill To
No Supplier Status
Contact Name Shannon Myers S
Revision No. ] Phone +1(806) 743-3594 . Sent To Supplier
Email shannon myers@ttuhsc.edu ‘ | | C k
Normal Tx Tech Univ HSC cupplier
3601 4TH ST -
upptertame Q@ Summus industries nc 6200 Receipts Summus industries nc
LUBBOCK, TX 79430
Address 2 United States
di 77 Sugar Creek Center Blvd Ste 420 Total (37.26 USD) -
Sugar Land, Texas 774783688 United
States
Contact Information g Ortions
hone 281 =171 Date 2
P +1281-640-1765 Shannon Myers Dats 4/27/2023
Supplier Fax No.  +1281-640-1766 — s 0,Net30
37.26
Purchase Order  4/24 Shipment Via
ciam, ¢ 412412028 ShaGH G hipmen Destination P
0.00
To 37.26 ShipTo Address  HLUO02
2 37.26

The Receipts page displays. The Receipts page contains two sections. The top section
will list all receiving receipts submitted against this PO. You can click a Receipt No. to
view the receipt details. The bottom section of the page will provide a summary of
receiving for each item. It will show the quantities or cost received and will also provide
the amounts that are Open, which have not yet been received.
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TechBuy — Receiving

Purchase Order - Summus Industries Inc = TB004459 Revision 0 = & @ .-+  Z2ofZResults ¥ < >
isions 1 onfirmations Shipment Change Request Receits @)
Records found: 2 +
Details v
No. Receipt Date Receipt Type Cost Amount Receipt Status Received by Supplier Status
562025 [ 4/25/2023 cost 37.26USD Completed Myers, Shannon Sent To Supplier
562014 [ 4/24/2023 Quantity - Completed Myers, Shannon supplier
\ Summus Industries Inc

Line Details
Total (37.26 USD) v

No Product Name Catalog No. Unit Price qty/UoM Extended Price

ack (S- 576153 10.18 USD Dz 0.18 USD

33B012/52566)

37.26

Qty / Cost (in) Qty / Cost (Out) Status .00
018 USD Net Received Handling 0.00
Net Received 37.26

~ 2 #Professional Lysol Brand Il Disinfectant Country Scent Aerosol 19 0z 596173 14.36 USD EA 436 USD
° Related Documents

Reguisition: 3759888 =

Reopen a Receipt to Modify or Delete

Sometimes mistakes are made when creating a receipt. You might key in the wrong
guantity or the wrong dollar amount or you might create a receipt against the wrong PO.
If you need to reopen a receipt to modify or delete, please contact Accounts Payable at
Accounts.Payable@ttuhsc.edu. You will have to provide justification or the reason you
are requesting the receipt to be reopened.

You will receive an automated email from TechBuy when the receipt has been
reopened or deleted by Accounts Payable. When reopened, the receipt will be in draft
mode again so you can modify or delete the receipt completely. When you have
completed the modification(s), resubmit the receipt.

When attaching invoices or other documents, use the invoice number as the file name.
Remember to select Accounts.Payable@ttuhsc.edu as an email recipient of any
comment.

For additional information about TechBuy Receiving, contact Accounts Payable at
Accounts.Payable@ttuhsc.edu.
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