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Introduction



	Within electronic financial systems, Receiving functions are often limited. Some providers tend to view Receiving as little more than a means of marking received items for matching Purchase Orders to vendor invoices so that they can be paid by Accounts Payable.



	However, from an enterprise-wide overview, this approach undervalues the tasks of receiving, delivering, and tracking items ordered by and delivered to a business. 



	There is also the question of what to do about items not ordered through the Purchasing System. How does a business deal with such things as procurement card purchases, reshipped items, or private personnel expenditures? Often these tasks are relegated to a stand-alone Receiving subsystem as a displaced Purchasing task.



	There are obvious disadvantages to stand-alone subsystems, however. When an item ordered through the subsystem arrives, it requires labor intensive “matching” between the subsystem and the Purchasing System. Then, later, it must be “matched” again between Purchasing and Accounts Payable.



	The Seacat Systems deal with these various aspects as integrated modules. The result is on-demand and up to date information for the requisitioner who ordered an item, the Accounts Payable clerk who pays for it, the Receiving 









personnel who deliver it, and the supervisors who track it.





Overview



	From an enterprise wide perspective, Receiving can be split into two major functions each composed of several tasks. Although, different organizations may have more, fewer, or even combined tasks, certain tasks must be accomplished. We will discuss each major function and their particular tasks separately.

 

	The first function includes the tasks from the time of delivery at the Receiving Dock through the time of delivery to the requisitioner.





Its tasks include:

off-loading 

verifying 

logging 

assigning delivery 

delivery

tracking.

	

	The second function includes the tasks from Requester Acceptance through payment authorization. 



These tasks include: 

Acknowledging receipt 

Verifying contents

Technical acceptance 

Returns 

Credits

Payment authorization.



Receiving Dock / Delivery to Requisitioner



	The Receiving dock has, by far, the more complex task list. As stated before, Receiving personnel are responsible for off-loading, verifying, logging, assigning delivery, and delivering every item that arrives at the dock. Additionally, they must be able to account for each item at every step in the process.



	These tasks and responsibilities require an easy-to-operate, flexible system which makes use of varying technologies. The system must have access to information from both Purchasing and Requisitioning and, potentially, from Materials Management and Inventory Control as well.



	When carriers arrive at the dock with a load of packages, there must be a quick process to allow creation of a receipt list that can be matched against the carriers manifest. Other tasks can be completed after the carrier leaves.



	To this end, the  Seacat System will use two pieces of technology that are common and ideally suited for this task. They are the Personal Data Assistant (PDA) and the bar code scanner.



	Since major carriers use bar code tracking labels, a list can usually be quickly generated by scanning the carrier’s labels at the packages’ initial off-loading site on the dock. 



	Items without bar codes must be individually written onto the list and numbered or bar coded with the receiving company’s own internal system. The simplest approach is to have the PDA generate a number based on lot and batch. This number can be hand-written onto the item and then added to the list. 



	The list can then be quickly matched against the carrier’s manifest by count or visual confirmation BEFORE the carrier leaves. This process helps reduce follow-up deliveries to return missing items.

 

	The next step is to expand on the receiving list by entering data contained on the package label, in the packing slip, or in other shipping instructions accompanying the items. This information might include Purchase Order  numbers, vendor names, persons to deliver to, and handling details.



	After this data is entered on the PDA list,  it can be downloaded to the main system. Most items can then be matched to a Purchase Order or a Special Order Requisition. Those items which cannot be matched, must be researched and dealt with individually. These items can include such things as items purchased with credit cards, personal effects, substituted items, or reships.



	All deliverable items are separated into delivery lists and the delivery lists downloaded to PDAs. Any item categorized as “undeliverable,” appears on an “undelivered” list and remains in Receiving. 



	The major advantage of the “undelivered” list is that it is queryable and accessible to anyone in the organization looking for missing items.



	Delivery personnel, using the information on their PDAs, can now deliver the items. 



	In turn, the requisitioner acknowledges the delivery by signing for the item on the PDA. It is important to understand that a requisitioner’s signature is only an acknowledgment of package delivery. The signature is not an acceptance of the item or even a confirmation of the package’s contents.



	The requester is responsible for the final evaluation and acceptance of the item in a separate process from delivery. Logically, it is the requester who knows if the item is what they ordered, if the count is correct, and if it works as specified (the acceptance process is discussed in detail in the next section of this paper). Separating these processes also helps distance Receiving personnel from problems of loss and theft.



	Finally, the delivery personnel return their PDAs to Receiving and download their delivery information to the main system. This makes the delivery information available to all queries throughout the system and makes tracking much easier.



	It is our view that Acceptance and Payment Authorization are the logical responsibility of the requester. However, we also recognized that some of the tasks of this function can be performed at the loading dock by receiving personnel. Where and by whom these tasks are performed is dependent upon the client organization’s policies. The Seacat System is flexible and can be customized to individual situations.



Requester Acceptance / Payment Authorization



	Once the requested items are delivered, the process of paying the vendors begins. 



	After an item is delivered to the requester, the requester confirms that it is indeed what was ordered and that it functions as required. 



	This means different things for different items. For instance, when office supplies arrive this usually only involves answering questions like: “Did I receive all that I ordered?” or “Did I receive things I didn’t order?”



	However, for items like computers, it also requires asking: “Are all the specifications met?” and “Does it operate properly?” These questions may be even more complex for items like live animals and require very specialized evaluations: “Are they in good health?” or  “Are they genetically suitable for the task?” 



	These are all questions that must be answered before payment can be made and only the requester is qualified to answer them. Therefore, in the Seacat System, the requester’s evaluations are a required part of the payment process. 



	Alternately, if it follows that an item is not satisfactory, then there are functions included which assist in its return to the vendor. These functions are designed to facilitate the enterprise in taking credit for not shipped or damaged and not replaceable items.



After signing for a package, the requester verifies its contents. The requester then logs into the Seacat system and locates the requested item. If acceptable, the item is marked as such (“received” in traditional systems). If a technical acceptance is required, the item can be flagged for acceptance or rejection at a later time. 



	If unsatisfactory, the item is marked unacceptable and specifications for its return and/or credit conditions can be made. Through the system, this information is immediately available to both Receiving and  Accounts Payable. 



	While still in the Seacat System, Receiving may be notified to expect a replacement shipment, and Accounts Payable to take a credit on the invoice rather than pay the specified amount. 



	Finally, after all acceptance processing is complete, the requester must approve the item for payment; although, the system can allow for the appropriate conclusion on the basis of the preceding steps of the evaluation process. 



	However, the Seacat System does not allow any vender to be paid without the requester’s authorization. 



	The requester’s authorization generates a voucher in the Pre-AP system based on the items accepted and closes the line on the Purchase Order. The voucher also includes payment instructions and comments.



	At this point, using the generated voucher, the Accounts Payable clerk has only to pay and close the invoice. The need for “matching” is eliminated. 



	The traditional concept of “matching” arises out of a process where Receiving information, Purchase Orders, vouchers, and invoices are all separate systems. “Matching” algorithms were a necessary evil to tie them all together to allow for close-out and payment. By eliminating the extra work of “Matching” the Seacat System returns to the simple process of acceptance and payment.





Accounts Payable / Purchasing Notes



	The benefits of the Seacat System are readily seen in Accounts Payable and Purchasing



	 For example, if an invoice is entered in Accounts Payable, and no authorization vouchers can be found, the Accounts Payable clerk can directly access the Receiving information and determine immediately if the item has, indeed, arrived. 



	If necessary, the clerk can force the creation of a voucher without an approval and attach it to the invoice. However, approval is still necessary for payment. While still in The System, the clerk can electronically notify the requester that they need to take action.



	Because Purchasing also has access to Receiving information, it can help resolve issues of “lost” items without actually having to go to the Receiving dock. And finally, the convenience of the “undeliverable” list, allows all parties to scan regularly for missing items.
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