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Introduction

Occasionaly, the wrong quantity is received for a shipment. The receiving corrections
window will allow the user to adjust the quantity on the original shipment. This
document will outline how to perform areceiving correction in CFS.

Oracle Prerequisites

Access to the MCCCD RECEIVER responsibility
A partially or fully received shipment

Verification that the incorrect amount has been received

CFS Navigator Menu Path

Corrections




Section 1 — Making a Correction to a Receipt

The following information will instruct users how to correct receiptsin CFS.

Objective Correct areceipt using CFS
Materials Needed A desktop or laptop computer
Security Accessto the MCCCD RECEIVER responsibility in CFS
When Y ou have already received a partial or full shipment on a Purchase
Order, and have verified you need to make the correction.
Duration The duration will vary based on the receiver’s knowledge of CFS.
Who Receivers at the District Office and Campuses
Step Action

1 Log onto your CFS account

College Financal Syitem,  Password =]

User Matne [rouse_n

Connect |

! "# $ %! &%



Select the MCCCD RECEIVER Responsibility

| address Iﬁ http:,I',I'FI:usz.dist.maricha.edu:SD12,|'pls,|'CFSD,|'|:|racIemypage.hnﬂ ﬁGD-

 Welcome JOB CODE=?, LOCATION=0 | 7 & 5}

MNawigate

=

MCCCD DO REQUISITIONER
MCCCD INQUIRY

MCCCD PO MANAGER

MCCCD PO TECH

MCCCD RECENVER €4——
Fayables Manager

Fayables Purge
Purchasing Super User

5 55

)

) £9) [

D

) [

I=X:

From the menu options list, select

Corrections

L e e e e e D I T v

Functions
Receipts
‘Receipts

Top Ten List
Returns
Receiving Transactions
Corrections
Receiving Transaction Summary iJ
Transaction Status Summary
Purchase Order Summary
«|
+ Reporns —
Personal Profiles
Requests
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Y ou may choose to add this menu item to your Top Ten List. To

add theitem to your Top Ten List, click on the :] button once
you have highlighted the menu item. Thiswill alow you to access
this menu item directly by double clicking on it onthe Top Ten
List.

The “Find Corrections’ window appears. Y ou can search on a
specific Purchase Order that you plan to make the correction to.

Enter the Purchase Order number, and then click the FIND button.
**Note: You can also search by Requisition number, Supplier, or
Receipt, but for this process, search by PO number.

Supplier and Internal
Source Type. ] Receipt |
Purchase Order |—<7 Fx’glé}“a_se' I—
Line- |_ Shipment |—
Requisition I— Line I_ ‘Shipmant I_
Supplier I— Supplier Site. [—

Current Location |

ltem, Rev

Category

Description

Supplier ltem
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To ensure you are correcting the appropriate line, click on the
ORDER INFORMATION tab at the top of the screen.

**NOTE: There is more than one line number for each line. The
top line refersto the “delivery” of the quantity, and the bottom line
refersto the “receive” portion of the quantity.

]

[E3oracle Applical MCCCD {CFSD)

| Order fgformation
f ol Shipment

Quantity  UOM Order Type Order Line Supplier cul ] -
| | US D [Standard 245072 5 |1 |EARPROFESSIONAL; & =
| US D [Standard 245072 5 1 |EARPROFESSIONAL, |
| EACH [Standard 245072 1+ [t |EAR PROFESSIONAL J ‘
| EACE |Standard 245072 4+ |1 |EAR PROFESSIONAL |
| EACE |Standard 245072 3 [t |EARPROFESSIONAL
| EACH [Standard 245072 3 [t |EAR PROFESSIONAL |
| EACH [Standard 245072 2 [t |[EARPROFESSIONAL | .

B

90693 i

EAR PROFESSIONAL AUDIO VIDEO

i Direct De_]hre_ry
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Click in the top “Quantity” field of the line number you wish to
correct to ensure accuracy.

[E30racle Applications - MCCCD (CFSD)

| Order Information

¢l Shipment

; Quantity  UOM Order Type Order G Supplier cul ] -
i Us D [standard 245072 5 [t |EARPROFESSIONAL) | =
| US D [Standard 245072 5 1 |EARPROFESSIONAL, |
|| EACF [Standard 245072 4+ [t |EARPROFESSIONAL | ‘
|| EACH [Standard 245072 4 [t |[EARPROFESSIONAL|
|| € [EATE [Standaid 245072 3 [t |EARPROFESSIONAL |
|| EACK [Standard 245072 3 |1 |EARPROFESSIONAL |
| EACK [Standard 245072 2 |1 |EARPROFESSIONAL] | -

BUSH, LORI J.-.GCC--

Deliver to Marcus Hollinger

Tl =

) Order Information |

Gel Shipment

 Quartity  UOM Order Type Order Line | ‘Supplier cul 1
| US D [Standard 245072 5 [t [EAR PROFESSIONAL | =
| US D [Standard 245072 5 |1 |EARPROFESSIONAL.
il EACE |Standard 245072 4 |1 |EAR PROFESSIONAL ‘
] EACH [Standard 245072 4 [t |EARPROFESSIONAL) &
|| EACH [Standard 245072 3 [t [EARPROFESSIONAL |
] EACE [Standard 245072 3 [t [EARPROFESSIONAL |
|| EACE [Standard 245072 2 [t [EARPROFESSIONALI | -

B

Delivery

BUSH. LORI J.-GCC-- rent Location

Deliver to Marcus Hollinger

et M)

! "# $ %! &%




Check the checkbox on the line that you wish to correct that has a
“Type’ of “Deliver” (see screen above).

Enter a negative amount equal to the number of items you wish to

correct (i.e. in the below example, there is a parent quantity of one,
so —1 isthe amount to correct).

\

Click the Saveicon (). Thiswill save the transaction.

10

Close the window by clicking the “X” in the upper right corner.
**Do not be alarmed...Y ou will return to the Navigator window.
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At the Navigator window, go into Corrections again.

Now, we are going to look at the second part of correcting the
Purchase Order line, which involves “un-receiving” the item or
items (since it has been “un-delivered”).
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Now you are ready to “un-receive” the item or items on the
Purchase Order line.

Click in the Purchase Order field and enter the Purchase Order
number. After the Purchase Order field is populated, click the
Find button.
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Y ou will see the “Receiving Corrections’ window again. You are
going to perform three functions:
1. Click onthe ORDER INFORMATION tab to ensure you
select the correct line.
2. Click inthe “Quantity” field on the “bottom” line that you
plan to “un-receive.”
3. Click the TRANSACTIONS tab.

l
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Now you are going to perform the following four functions:
1. Check the checkbox on the line that you wish to correct
that hasa“Type” of “Receive.”
2. Enter anegative amount equal to the number of items you
wish to correct (i.e. in the below example, there is a parent
quantity of one, so —1 isthe amount to correct).

3. Click the Saveicon( ). Thiswill save the transaction.
4. Close the window by clicking the “X” in the upper right
corner. You will be returned to the Navigator window.

.
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Now, we are going to check to seeif there is an amount to receive.
From the menu options list, select: Receipts
PLEASE NOTE: Y ou can aso check thisin Purchase Order

Summary in Purchase Order “ Shipments” (checking the Quantity
Due).
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16 | Now, we need to verify that there is an available amount to
receive.
1. Enter the Purchase Order # in the “Purchase Order” field.
2. Click the FIND button.
17 | Click the“X” inthe upper right corner to close this window.
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Click on the ORDER INFORMATION tab to ensure that you are
looking at the correct line.

After you click the ORDER INFORMATION tab, make sure the
amount in the “ Quantity” field isthe correct amount left to receive
on the Purchase Order line.

**Note: If the amount isincorrect, and you need to “un-receive’
more, please go back through the steps explained in this document.
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