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1. Delivery Processing

1.1. Introduction

When a Purchase Requisition is released as a Purchase Order, the Purchase Order created is automatically assigned a status of Active. This ensures the Order will be available to be processed using the Delivery Processing option from your menu.

The Delivery Process of Active Purchase Orders is as follows:

As goods are received, the delivery docket or consignment note is presented.  The first action is to reconcile goods against the accompanying document, noting discrepancies.  This document will now form the source from which the delivery details can be entered into the system.

The system has a concept of a Planned Delivery.  A Planned Delivery is the delivery of a Purchase Order that currently exists in the system.  The Planned Delivery process typically provides the following options for the streamlined entering of delivery details. This includes:

· System Generated default receipt values.  The system will automatically assign delivery details, example full delivery, using the original order details. You also have the option to record delivery details against individual order lines.

· System Generated Ledger Account Dissection proportioning.  Where the delivered goods do not equal the original order values, the system will automatically proportion the Ledger Account Dissections based upon the original values, using the new delivered values.

· Accept, Accept & Post, Suspend or Suspend & Refer Delivery.  The entered delivery needs to be Suspended or Accepted. If left in suspend mode, no delivery commitment will be updated until the delivery is accepted.

Typical Delivery Occurrences

The process of delivering outstanding orders can cater for the following typical occurrences:

· Under Supply of goods.  You have two options to handle this 

· Allow the system to automatically generate a backorder for the remaining goods, or

· Complete the order, without generating a back order. (By doing this you are assuming that there will be no further goods delivered.)

· Damaged or Faulty Goods.  You need to record against the order the quantity or amount of goods returned to the supplier.  If required, these goods can be recorded as still outstanding for delivery by having the system automatically generate a Back Order, or otherwise, no back order is required.

· Over supply of goods received.  If an over supply is received, you may decide to accept the over supply. If so, an additional order line can be created to record such goods.

Planned Delivery

The purpose of this function is to allow the entry of a delivery against a corresponding Purchase Order. Note that only ACTIVE Purchase Orders can be delivered, if an order has been suspended via the Purchase Order Amend function, deliveries cannot be processed against it.

The following information is required to be entered for delivery

· Order Header Delivery Details

· Order Line Delivery Details

· Optionally, Header and Line Account Dissection Details 

This window enables you to enter the details required to deliver orders within the Purchasing system and ensure, that once delivered the delivery is accepted so that the order is ready to be matched with the invoice.   
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On the Planned Delivery window you can use the buttons to deliver, backorder or return all the items on the Order.  You can also use the 'Clear' button to clear any entries to the Received, Delivered, Back Ordered, or Returned columns, before entering new values for these fields.  

Once you have selected the order for delivery, you must nominate the units and amount that have been:

· Received and

· Delivered and/or

· Returned and/or

· Back Ordered

Values in the Grid

· Received Units.  This column represents the units of each line item that were physically delivered from the supplier.  Enter the units received in this column.  

· Received Amount.  This column represents the amount of each line item that was physically delivered from the supplier.  The amount defaults in according to the units entered in the previous field.

· Delivered Units.  This column represents the units of each line item that you accepted and took delivery of.  Enter the units delivered in this column.

· Delivered Amount.  This column represents the units of each line item that you accepted and took delivery of.  The amount defaults in according to the units entered in the previous field.

· Returned Units.  This column represents the units of each line item that were returned to the supplier.  Enter the units returned to the supplier.   

· Returned Amount.  This column represents the amount of each line item that was returned to the supplier.  The amount returned defaults in once the units have been entered.  You must then select the Return Reason Code from the drop down list.  

· Backordered Units.  This column represents the units of each line, for which a back order has been created.  When you return any units, a backorder for the returned units is automatically created.  You can cancel the backordered by replacing the column with 0.  

· Backordered Amount.  This column represents the amount of each line, for which a backorder has been created.  The amount defaults in according to the units entered in the previous field

· To conduct a Full Planned Delivery

1. In the Planned Delivery window, select the Order Number to be delivered by using the PickList button.  

2. The details associated with the nominated Order, are defaulted into the remaining fields of the window.  The Order line information is displayed on the grid, with the Ordered units and amount being displayed.  

3. Click on the 'Deliver' button.  This has the effect of entering the units and amount ordered in the received and delivered columns for all lines of the nominated Order.  

Note A message is displayed if you haven't elected a line in the window and you can opt to apply delivery to all lines in the grid or rather nominate the line before clicking on the Deliver button again.  
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4. Click on the Save button and then select the option you require.  For further information on either Suspend, Suspend & Refer or Accept see page 6.  

To conduct a partial delivery (with backorder)

1. In the Planned Delivery window, select the Order Number to be delivered by using the PickList button.  

2. The details associated with the nominated Order, are defaulted into the remaining fields of the window.  The Order line information is displayed on the grid, with the Ordered units and amount being displayed.  

3. In the Received Units column enter only part of the ordered units.  (ie. if 5 units were ordered and only 3 units received, then enter 3 in this column)

4. In the Delivered Units column enter the same units as those Received to indicate that you have taken delivery of all the units that were received.  

5. In the Backorder Units column, enter the difference between the Units Ordered and the Units Received (should default in), this indicates that the units that were not received will be placed on a backorder.  

6. Repeat the above steps or perform the steps for another type of planned delivery for each of the remaining lines for the nominated Order.  

7. At this stage, make any adjustments required to the Header and/or Line dissections for the delivery.  

8. Click on the Save button and select the Accept option to accept the delivery or the Suspend option if you wish to suspend the delivery for processing at a later date.  Click on the Suspend & Refer option to suspend the processing of this delivery and refer it to the referral Authorisation Code against the order.  

· To conduct a Return of goods during Delivery

1. In the Planned Delivery window, select the Order Number to be delivered by using the PickList button.  

2. The details associated with the nominated Order, are defaulted into the remaining fields of the window.  The Order line information is displayed on the grid, with the Ordered units and amount being displayed.  

3. In the Received Units column enter the same number of units as were ordered.  This indicates that the full ordered amount was received from the supplier.

4. In the Delivered Units column enter only part of the units that Received to indicate that you have taken delivery of some of the units received and are going to return the remainder of the units for some reason.  Alternatively, you can return the full number of received units.  

5. Press the TAB key to move to the Return Units column, enter the Return Units as the difference between the Received and Delivered Units.  

6. In the Return Code column, use the drop down list to select from a list of Return Reason Codes

7. Repeat the above steps or perform the steps for another type of planned delivery for each of the remaining lines for the nominated Order.  

8. At this stage, make any adjustments required to the Header and/or Line dissections for the delivery.  

9. Click on the Save button and select the Accept option to accept the delivery or the Suspend option if you wish to suspend the delivery for processing at a later date.  Click on the Suspend & Refer option to suspend the processing of this delivery and refer it to the referral Authorisation Code against the order.  

To deliver more goods than Order (Over delivery)

Note Whether you have the authority to do this or not, depends on the Sub-Location restrictions that apply to the nominated Order and/or the tolerance settings against deliveries for your Authorisation Code.  

1. In the Planned Delivery window, select the Order Number to be delivered by using the PickList button.  

2. The details associated with the nominated Order, are defaulted into the remaining fields of the window.  The Order line information is displayed on the grid, with the Ordered units and amount being displayed.  

3. In the Received Units column enter a greater number of units than were ordered.  This indicates that more than the full ordered amount was received from the supplier (ie. an over delivery).

4. In the Delivered Units column enter the same number of units as were received.  

5. Repeat the above steps or perform the steps for another type of planned delivery for each of the remaining lines for the nominated Order.  

6. Click on the Save button and select the Accept option to accept the delivery or the Suspend option if you wish to suspend the delivery for processing at a later date.  Click on the Suspend & Refer option to suspend the processing of this delivery and refer it to the referral Authorisation Code against the order.  

The Order Line Delivery Details describe information about each line item delivered from the Supplier nominated against the Order Header.  The Order Line Delivery details can be entered for selected Order Lines.  Each Order Line must have the fields listed on the grid recorded before the delivery can be accepted.  However, you can use options to either Accept, Return, or Back Order all remaining Order Lines that have not yet been processed, to streamline the delivery process if required.  

The Order Line User fields can be optionally modified at delivery time.  The Line Delivery process differs depending upon the Line Type (ie, whether the line is for goods or services), such that the units are not required to be entered for a line type of Services.  

Warnings are given under the following conditions during entry of the Order Line delivery details

· If Delivered units or amount exceeds the Ordered units or amount

· If Back Ordered units or amount exceeds the Ordered units or amount

· If the Delivered and Back Ordered units and amounts together exceed the Ordered units and amount.  

Your Purchasing Sub-Location specifies whether the above variances are highlighted or not, and if there are variances, whether the delivery can be accepted or not.  

The following condition is automatically enforced by the system:

· Delivered and Returned Units/Amounts must equal the Received Units/Amount

Buttons

· Save Button.  Clicking on this button, reveals three options available to you.  

Accept.  Use this option to accept the delivery.  

Suspend & Refer.  Use this option to suspend the delivery and refer it to the Referral Authorisation Code for approval.  When this option is selected, you must enter a referral reason before the referral is entered.  The delivery can now be accessed by the Referral Authorisation Code using the Workflow Central function.  

Suspend.  This option is used to suspend the delivery for processing at a later stage.  You do not need to gain approval for the delivery to be further processed.  

· New Supplier Button.  This button opens the Chart Account Maintenance window which enables you to add a new Supplier Account if necessary for the delivery.  

· Hdr Details Button.  This window opens the Order Header Maintenance window which enables you to view the Order Header details for the nominated Order.  

· Dissect Hdr Button.  This window opens the Delivery Dissections Maintenance window which enables you to view and maintain the Delivery Header dissections for the nominated Order.  

· Deliver Button.  Clicking on this button after nominating the required lines in the grid, results in the Ordered amount and units for each selected item (line) being entered in the Received Units and Received Amount columns, as well as the Delivered Units and Delivered Amount columns.  You can select the lines to be delivered by clicking on the left hand border of the grid [image: image5.png]


 and holding down the CTRL key while you click on the next line you require.  If you click the Deliver button when no lines have been selected in the grid, the following message displays: 
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Click on the ‘Yes’ button to deliver all lines in the grid, or click on the ‘No’ button to cancel the delivery and select the lines you wish to deliver.   

· BackOrder Button.  Clicking on this button results in the Ordered amount and units for each selected item (line) being entered in the Backordered units and amount columns.  Processing using this button takes place in the same way as that for the ‘Deliver’ button.  

· Return Button.  Clicking on this button results in the Ordered amount and units for each selected item (line) being entered in the Received Units and Received Amount columns, as well as the Returned Units and Returned Amount columns.  Processing using this button takes place in the same way as that for the ‘Deliver’ button.  

· Clear Button.  Clicking on this button will remove all entries you have made to the Received, Delivered, Returned and Backordered Units and Amount columns for the selected line items.  Processing using this button takes place in the same way as that for the ‘Deliver’ button.  

· Hidden Button.  The Planned Delivery window is initially opened with any unnecessary information hidden from view, ie. not displayed.  Clicking on this button reveals the previously hidden columns in the line grid area.  

Asset Button.  This button is used to invoke the Asset Details Maintenance window, which is used to create new assets within a nominated Asset Register, or modify existing asset details.  This button is only accessible when the Authorisation Code for this Delivery has had the ‘Allow creation / maintenance of Assets’ marked with a (.  

Note This button might not be displayed at all.  This occurs if the Location selected doesn’t allow entry of Asset lines.  

· Product Button.  This button provides a popup menu with the following two options:
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When the Catalogue Item is selected, the Product Maintenance window is.  When the Stock Item option is selected, then the Local Product Maintenance window is opened.  Either of these options could not available, because either the ‘Allow creation / maintenance of Catalogue Product’ or ‘Allow creation / maintenance of Local Product’ against the Authorisation Code has not been selected.  The relevant option is then greyed out on the popup menu.  

The Product Maintenance window is used to create or maintain Catalogue Products within a nominated Inventory Catalogue.  The Local Product Maintenance window is used to create or modify Local Products within a nominated Inventory Location.  This button is only accessible when the Authorisation Code for this Delivery has the ‘Allow creation / maintenance of Catalogue Products’ and/or the ‘Allow creation / maintenance of Local Products’ checkboxes marked with a (.  

· Line Details Button.  This window opens the Order Line Maintenance window which enables you to view Order Line details for a nominated line on the Order.  

· Dissect Line Button.  This window opens the Delivery Dissections Maintenance window which enables you to view and maintain the Delivery Line dissections for the nominated Order.  

Planned Delivery Exercise (
1. Take delivery of an Order.  

2. Take delivery of an Order where an under-supply has taken place.  Get the system to generate a Back order for the items not delivered.

3. Process the delivery of an Order where the goods received are damaged.

Part Delivery Exercise (
4. Choose Planned Delivery

5. Choose an order line and deliver the line

6. Back-order the remaining lines

7. Accept the delivery

Delivery of back-order Exercise (
8. Choose Planned Delivery

9. Choose the current back-order

10. Choose Delv to deliver the remainder of the order

11. Accept the delivery

notes:

Cancel Planned Delivery 

The purpose of this function is to allow a previously nominated delivery to be cancelled.  The effect of cancelling a delivery that:

· Has been Accepted

· Optionally delete back orders created by the delivery

· Reverse the Delivery Commitment created by the delivery

· Reinstate the Order Commitment

· Reinstate the order to the original value and setting the order status to “Active”

· Has been Suspended

· Reinstate the order to the original values and setting the order status back to ‘Active’

Note Only Accepted and Suspended Orders can be cancelled. Once a delivery has been matched with an invoice the order cannot be cancelled.

The purpose of this function is to cancel the planned delivery of an order.  A delivery can only be selected if it is 'Pending Invoicing'.  An order that has a stage of 'Delivery in Progress', can also be nominated in this Cancel Delivery function.  

Note When the Order No. PickList button is used the PickList window is opened with the status of 'Delivery' defaulted.  In order to retrieve an order, which was suspended during delivery, you must change the status field to 'Order' and then click on the Retrieve button.  This enables you to select an order which is 'Delivery in Progress' to be delivery cancelled.   
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· To Cancel a Planned Delivery

1. Double click on the Cancel Planned Delivery function in the Delivery Processing item on the Finance One Purchasing menu.  

2. Use the PickList button to retrieve the Purchase Order nominating the Delivery you wish to cancel.  

Note You can only select an Order, 'Delivery in Progress' or a Delivery, 'Pending Invoicing'. 

3. When you have confirmed that this is the required order, click on the Cancel Delivery button.  

· To Enquire upon a Planned Delivery before cancelling it

1. Double click on the Cancel Planned Delivery function in the Delivery Processing item on the Finance One Purchasing menu.  

2. Use the PickList button to retrieve the Purchase Order nominating the Delivery you wish to cancel.  

Note You can only select an Order, 'Delivery in Progress' or a Delivery, 'Pending Invoicing'. 

3. When you have confirmed that this is the correct Delivery, click on the Order Details button.  

4. On the Order Header Enquiry window, click on the relevant tabs to view general order information, dissections, Selection Codes and the approval process followed by this Order.  

5. Once you have viewed the information required, close the Order Header Enquiry window and click on the Cancel Delivery button.  

Supplier Return Processing (
As goods are delivered and then distributed for use by Cost Centres, faults with goods may be found which require these goods to be returned to the supplier for replacement or for a credit.  Finance One allows for goods to be returned after the original delivery has been recorded and prior to the matching process – delivery to invoice.  

The process of recording a return caters for the following types of returns:

· Replacement of goods.  This type of Return is handled by recording against the return, the quantity or the amount still outstanding for delivery. The system will create a backorder to then allow for future delivery.

· Credit Note for Returned goods.  This type of return is handled by recording the goods as returned. The return can then be matched with a Credit Note when processing this via Invoice Matching Process.

The Supplier Return process is as follows:

· System Generated Ledger Account Dissection proportioning

The system automatically proportions Ledger Account Dissections based upon the original values.

· Accept or Suspend Return

The entered return must be either Accepted or Suspended.

Note The following conditions are enforced by the system:

· Returned quantities and amounts cannot exceed Accepted quantities and amount

· Back Ordered quantities and amounts cannot exceed Returned quantities and amount

The order line Ledger Account dissections can be optionally modified once the order line return details have been entered. However the Order Line Ledger Account Dissections will be automatically set in proportion to the original delivered dissection amounts, for both the Returned and Back Order Dissections.

When return details have been entered the return can now be Accepted or Suspended.  If Suspended, the return is left with a status of ‘Active’.  This is usually done when approval of some sort is still required or the return is still to be amended.   

If Accepted the return status is set to ‘Delivered’ and those goods that have not been returned on the delivery can therefore undergo Invoice processing.  On Accepting a return, a Back Order is generated automatically for the item(s) returned.  It will contain order lines that have had Back Order values entered against them.  The Back Order is created as a new order, but still using the original purchase order number, with the back order number incremented by one.

When accepted unit(s) on a delivery are returned to the supplier, a delivery is created with the same Purchase Order Number, and the next back order number.  For example, Purchase Order PO02135/0 is returned to the supplier and a back order created.  If no other back orders exist for the nominated Purchase Order, then a supplier return is created with Order Number PO02135/1 and a back order is created with Order Number PO02135/2.  
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· To Return Delivered Good(s)

1. Double click on the Supplier Returns function in the Supplier Returns Processing menu in Purchasing.  

2. In the Supplier Returns window, use the PickList button to select the Order Number for which you wish to return all or part of a delivery.  

Note The PickList window is opened with a status of 'Delivery' defaulted.  The Order status can be changed to display either ‘Order’, ‘Cancelled’, ‘Invoice’, ‘Posted’ or ‘All’.  

3. The grid displays the lines for the selected Delivery.  

4. Enter the Returned Units in the column against the line representing the item you wish to return.  The Returned Amount for this item is calculated automatically and defaults into the subsequent field.  

5. The Back Ordered Units default to the same as the Returned Units.  You can elect not to back order the returned units and change the value in this field to zero if required.  

6. Use the drop down list to select a return code, which describes the reason for the return.  

7. Click on the Accept button to return the item(s).  Alternatively you can click on the Suspend button and suspend this Supplier Return and process it at a later stage.  

Supplier Return Exercise (
12. Choose the appropriate back-order number

13. Choose an order line and return all units on that line

14. Accept the Return

15. Note that this has created another back-order

Return Note Print

The purpose of this function is to allow accepted returns to be printed or re-printed.  You can nominate any number of test patterns to be printed, to enable printer alignment.  

Nominate Return Screen

· Location - mandatory.  The Location last accessed by the Planned Delivery function defaults into this field.  To change this Location, you must return to the Planned Delivery function and select another location and deliver an order for that Location before returning to this function.  

· Purchase Order - mandatory.  Enter the Purchase Order Number for which you wish to print a Goods Return Note.  You can use the '!E' command to enquire upon the Purchase Orders currently in the system before selecting the one you require.  Purchase Orders can be listed by Order Number, Order Reference and Supplier Name, etc.  You can also select an Order using one or more of the following status settings, Undelivered, Delivered, Invoiced or Posted.  A Goods Return Note can only be printed for an Order which has had a delivery accepted and returned items from that delivery.  

· Back Order - mandatory.  Enter the back order number for the Order for which you require to print the Goods Return Print.  
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After entering the Backorder Number, you are provided with the choice of printing a test for the Goods Return Note, printing the actual Goods Return Note or you can optionally quit the selection of the current Order and re-select a new one.  

A test print is conducted to ensure that the layout of the stationery is correct and that the Goods Return Note will be printed in the format required.  Enter 'Test' to run a test print.  Enter 'Print' to print the actual Goods Return Note.  

The Goods Return Note contains the following information about the return of items on the nominated Purchase Order:

· Supplier Name

· Goods Return Number (Purchase Order Number)

· Date of Return

· Contact Telephone  

· Date of Delivery

· Purchase Order Number

· Description of the goods returned, including number of units, unit price and total amount

· Reason for the return of each item

notes:

Cancel Supplier Return

The Cancel Supplier Return window enables you to select a Supplier Return and cancel the return of the goods nominated.  You can enquire upon the nominated Order before deciding to cancel the Supplier Return.  
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· To Cancel a Supplier Return

1. Double click on the Cancel Supplier Return function on the Delivery Processing option on the Purchasing menu.

2. Use the PickList button to nominate the Order Number for the Supplier Return you wish to cancel.

3. Once you have ascertained that you have selected the correct Supplier Return, click on the Cancel Return button.  

To enquire upon a Supplier Return and then Cancel it

1. Double click on the Cancel Supplier Return function on the Delivery Processing option on the Purchasing menu.

2. Use the PickList button to nominate the Order Number for the Supplier Return you wish to cancel.

3. When you have confirmed that this is the required order, click on the Order Details button.  

4. On the Order Header Enquiry window, click on the relevant tabs to view general order information, dissections, Selection Codes and the approval process followed by this Order.  

5. Once you are satisfied that the correct Order has been selected, close the Order Header Enquiry window and click on the Cancel Return button.  

notes:








































