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Receiving/Verification of Receiving/Returns in Skyward

Brief Overview/ Reminders for Receiving

e You should only receive as goods/services are actually delivered and not damaged. “If it
is received, it is ready to pay”.

e |f there are questions or problems with delivery, please contact the Procurement
Specialist listed on the Purchase Order.

e Completing a receiver in Skyward DOES NOT automatically notify Accounts Payable that
the Purchase Order is ready to be paid. Send an email to accountopsdept@ecsdfl.us
including the name of the vendor and Purchase Order number. If the vendor sends the
invoice to your school or department, forward the invoice to Accounts Payable at the
above email address.
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Receiving/Verification of Receiving/Returns in Skyward
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Section A Receiving a PO in Skyward

Step 1

After you log in to Skyward, click on the “Purchasing tab” on the menu bar. The number
of menu boxes will vary based on your access. Next, under “Purchase Order Receiving” menu
click “Receiving”.
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Receiving/Verification of Receiving/Returns in Skyward

Step 2
have already been received.
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Click the “Add” button. This screen will show record of items from purchase orders that

**Do not use the “Edit” or the “Delete” buttons. Doing so on a receiver will interfere with proper

payment of invoices to the vendor.**

f ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTION
WARD

§
Accounts  Fixed = Custom
L R w Felene S5 Xogele i

<4l  Receiving W

Views: [ General V| Eilters: [*Skyward pefault V|

Time | PO Number Bl & BP

Date v Number | Status

B o01/04/:

Catalog

b 01/04/2017 7:04 AM 5721700226 AK

» 01/04/2017 7:01 AM 5721700216  AK (e}
» 01/04/2017 7:01 AM 5721700216 AK o
P 01/04/2017 7:01 AM| 5721700216 | AK o

el el O
o

Account

Click “Add” button.

Description Unit Desc Quantity | Vendor

G

GOGUARDIAN FOR TEACHERS 1/1/17 to |EACH 20,000.00
12/31/17

GOGUARDIAN FOR ADMINISTRATORS EACH
1/1/17 to 12/31/17

VMware Support and Subscription
Production - Technical support - for
VMware vSphere Standard Edition (v. 6 )
- 1 processor - academic - emergency
phone consulting - 1 year - 24x7 -
response time: 30 min VMware - Part#:
VS6-STD-P-SSS-A Coverage Term: Aug-
01-2016 - Jul-31-2017 Note: Contract #:
43230000-14-01

VMware Support and Subscription
Production - Technical support - for
VMware vSphere with Operations
Management Enterprise Plus (v. 6 ) -
academic - emergency phone consulting
- 1 year - 24x7 - response time: 30 min
VMware - Part#: VS6-OEPL-P-SSS-A
Coverage Term: Aug-01-2016 - Jul-31-
2017 Note: Contract #: 43230000-14-01
VMware Support and Subscription
Production - Technical support - for
VMware vSphere with Operations

M

,,,,,,,, S N T i

34,000.00 CDWG

EACH 26.00 SHI INTERNATIONAL

EACH

22.00 SHI INTERNATIONAL

EACH 10.00 SHI INTERNATIONAL

Preferences | Exit ?

woritesw ] New Window £ My Print Queue

-
8P s Recevd |k )
0.0 |[ *Attach |

0.0

0.0

0.0

v

>

Date: i

H150% ~

<
20 V| 4 4 » W 20 records displayed
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Receiving/Verification of Receiving/Returns in Skyward

Step 3 The next screen to appear is shown below. Type in the “PO Number” at the top of the
screen in the field marked “Enter PO Number”.

Type in the PO Number.

Then Press the “Enter” button on your keyboard.

{Z PO Line ltems - WF\PL\POYPD - 10746 - 05.72.05.00.17-10.2 - Windows Internet Explorer provided by ECSD Information Technology DZ|
gﬁ https:{fskyward. lscorp.comiscriptswsisa. difWService—gfinescambiatm2Flifporegmnt 001 wiisPopup=true 7
PO Line Items Rl 1K
Enter PO Number: Search by PO Search by Yendor
Views: ‘ General v | Filters: | *Skyward Default v | | @ L:I;; el

There are no records to display; check your filter settings.

0 records displayed

Done & Internet v | ®is0% -
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Receiving/Verification of Receiving/Returns in Skyward

Step 4

Another screen will appear. Type in “quantity” received in the “QTY Received”
field/column. Click on the “Save” button located at the top right of your screen. This screen will

disappear, and you will see the main “Receiving” page again. You are now finished entering the
receiver.

***%*|f you only receive part of an order or quantity, only receive for the amount delivered and
undamaged. You will be able to enter multiple receivers as needed. ******

Enter “quantity”.
&

Click “Save” button.

iscorp.com

{Z PO Line ltems - WRAPUMPOWPO - 10746 - 05.12.06.00.17-10.2 - Windows Internet Explorer provided by ECSD Information Technology
{1 https

PO Line ltems

Enter PO Number: 5663148370

Search by PO
vigws: [General w | Fiters: [+*Skyward Default v

W G5 ?
roh by Yendor
Line Number .| Catalog

I

Description

um

13-065 ERASER CAPS, FITS PENCILS 12/PK C L

Qty Ordered | Prev Received

v M Eﬂ & Save
M Q

ceived | Qty Remaining | Comment

ol

Receive &l
Reset All
Gy
Received to
Zeto
Showy ttems

with Gty
Remaining

Motes

Aftach

Close

<
1 records displayed

I >
tneNumber:[ ]

& Irermet Gy v 0% v
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Receiving/Verification of Receiving/Returns in Skyward

Section B To check your receiver entry
Step 1 To find your receiver entry, you can search by the date received or the PO

number.

Select “General” in Views to search by date or

7 ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTIO Select “By Purchase Order Number” to search by PO s v e 12
WARD"

SK

Home - Vendors ”?,E:::l;‘es :S':l Lol

4§ Receiving Ww

9 [ ® irartsy TINew Window £ My Print Queve

Views: [By Puzchase Order Number /| Filters: [*Skyward Default V] Yo & (a4 )
PO Number v Date e e e L) BP | Catalog Description Unit Desc Quanity | Vendor BP§ Received Received By N A | Comment e
Number | Status
» 12/15/2016 PM| AW o Y UMP, 3000PSI (28 DAY MIX) 1 12,220 Y |y e
FOUNDATION CONCRETE PER ECSD =l
"ONTRACT SPECIFICAT S | *Attach |
» 8221700002 12/15/2016 2:42 PM AW o 5 & REINFORCING STEEL MATERIALS FOR 1.00 BIG BEND REBAR, I 9,180.00 SNIDER, DANA L b2

CONCRETE, MASONRY, AND ICF PER
ECSD CONTRACT SPECIFICATIONS
» 8221700002 12/15/2016 2:40 PM AW o ¥ REINFORCING STEEL MATERIALS FOR 1.00 BIG BEND REBAR, 1 9,860.00 SNIDER, DANA L Y
CONCRETE, MASONRY, AND ICF PER
ECSD CONTRACT SPECIFICATIONS
8211600024 06/02/2016 2:09PM AW o Y HVAC EQUIPMENT TO INCLUDE 1.
TERMINAL UNITS, MINI-SPLIT, AND AIR
HANDLERS PER ECSD CONTRACT
SPECIFICATIONS
8211600024 | 04/20/2016 10:24 AM AW o Y HVAC EQUIPMENT TO INCLUDE 1.00 TOM BARROW CO 13,321.00 SNIDER, DANA L ¥ e
TERMINAL UNITS, MINI-SPLIT, AND AIR
HANDLERS PER ECSD CONTRACT
SPECIFICATIONS
8211600024 04/20/2016 10:22 AM AW o Y HVAC EQUIPMENT TO INCLUDE 1.00 TOM BARROW CO 910.00 SNIDER, DANA L ¥ |
TERMINAL UNITS, MINI-SPLIT, AND AIR
HANDLERS PER ECSD CONTRACT
SPECIFICATIONS
8211600024 | 03/14/2016 12:08 PM AW o ¥ HVAC EQUIPMENT TO INCLUDE 1.00 TOM BARROW CO 2,345.00 SNIDER, DANA L ¥ |
TERMINAL UNITS, MINI-SPLIT, AND AIR
HANDLERS PER ECSD CONTRACT
SPECIFICATIONS
8211600022 05/26/2016 9:44 AM AW o Y ELECTRICAL SUPPLIES AND EQUIPMENT 1.00 MATHES ELECTRIC S 5428.00 SNIDER, DANA L Y
PER ECSD CONTRACT SPECIFICATIONS
8211600022 | 04/14/2016 11:06 AM AW o i ELECTRICAL SUPPLIES AND EQUIPMENT 1.00 MATHES ELECTRIC S 22,753.00 SNIDER, DANA L Y
PER ECSD CONTRACT SPECIFICATIONS
8211600022 03/02/2016 10:09 AM AW o ¥ ELECTRICAL SUPPLIES AND EQUIPMENT 1.00 MATHES ELECTRIC S 3,469.00 SNIDER, DANA L Y
PER ECSD CONTRACT SPECIFICATIONS

v
8

0 TOM BARROW CO 63,424.00 SNIDER, DANA L Y

v

v

v

v

v

v

e R -
4 € ¥ W 20 records displayed po Number: [

Enter date received or
PO number.
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Receiving/Verification of Receiving/Returns in Skyward

Step 2 Expand the line by clicking on the triangle on left side of screen.

Click to “Expand” (triangle icon) on desired line.

f ESCAMBIA CO. SCHOOL DISTRICT - PRQ Account | preterences | Ext | (2
WARD

Home v Vendors [l

(@ B 8 S rovonoss Cinewvimow Sy oot cume |

*Siyard Default V|

[Bach [P0

|8p | Cataiog ‘Quanity | Vendor

8PS Recerved Received By

WARREN HOLLOW MET 11,650.00| LANIER, PAMELA D

01/04/2017 | 9:32 AM 5421700065 O PROVIDE SECURITY EQUIPMENT 1.00 WARREN HOLLOW MET
AND INSTALLATION AT CORDOVA PARK.

22,106.94 LANIER, PAMELA D

ELEMENTARY SCHOOL

01/04/2017 | 7:04AM 5721700226 |AK o GOGUARDIAN FOR TEACHERS 1/1/17t0  EACH 20,000.00 COWG 0.00 HEWETT, SHARON L &
1273117
01/04/2017 | 7:04AM 5721700226 AK o GOGUARDIAN FOR ADMINISTRATORS  EACH 34,000.00 COWG 0.00 HEWETT, SHARON L .
1/1/17 10 12/31/17
01/04/2017 | 7:01AM 5721700216 |AK o WMware Support and Subscription EACH 26,00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L v
Production - Technical support - for
WMware vSphere Standard Edition (V. 6 )
- 1 processor - academic - emergency
phone consulting - 1 year - 24x7 -
response time: 30 min VMware - Part#:
'VS6-STD-P-555-A Coverage Term: Aug-
01-2016 - ul-31-2017 Note: Contract #:
43230000-14-01
b 01/04/2017  7:01AM S721700216 AK o VMware Support and Subscription EACH 22.00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L v
Production - Technical support - for
VMware vSphere with Operations
Management Enterprise Plus ( v.6) -
‘academic - emergency phone consuiting
- 1 year - 247 - response time: 30 min
VMware - Part#: VS6-OEPLP-555-A
Coverage Term: Aug-01-2016 - Jul-31-
2017 Note: Contract #: 43230000-14-01
» 01/04/2017 | 7:01AM S721700216 |AK o VMware Support and Subscription EACH 10.00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L £3
Production - Technical support - for
WMware vSphere with Operations
Management Enterprise Plus ( v.6) -
‘academic - emergency phone constiting
- 1 year - 24¢7 - responsa time: 30 min
VMware - Part#: VS6-OEPL-P-555-A
Coverage Term: Aug-01-2016 - Jul-31-
2017 Note: Contract #: 43230000-14-01 v
» 01/04/2017 | 7:01AM S721700216 |AK o VMware Support and Subscription EACH 6.00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L v

4 4 > WM 20 records displayed

Step 3 Expand “Line Item Receiving Information”.

Click to “Expand” (triangle icon).

f‘ ESCAMBIA CO. SCHO Account Preterences | Ext | [2
AR

Home |- versors e e O

4l Receiving W [(® @ o frreonesy Cnewwindon & wy print Quese |

Views: [Genszal V] Fiters: [*Seyeaza Dezauic v]

e [P0
o Stets

Quantty| Vendor 5P 3 Received Received By

SOLID PLASTIC TOILET PARTITIONS: 1.00] WARREN HOLLOW M 11,650.00| LANIER, PAMELA D
FLOOR MOUNTED OVERHEAD BRACED -
20 COMPARTMENTS - PLASTIC
ONTINUOUS WALL BRACKETS, PLASTIC
PILASTER SHOES, INTEGRAL HINGES
|AND VANDAL RESISTANT STAINLESS
STEEL FASTENERS.

Time PO Number

Expand AllCollapse AlL Details (displaying 4 of 4) View Printable Detals

» 01/04/2017 TO PROVIDE SECURITY EQUIPMENT 100 WARREN HOLLOW MET | 22,106.94  LANIER, PAMELA D
AND INSTALLATION AT CORDOVA PARK
ELEMENTARY SCHOOL

» o1/08/2017 AM 5721700226 | AK o ‘GOGUARDIAN FOR TEACHERS 1/1/17to | EACH 20,000.00 COWG 0.00 HEWETT, SHARON L v
123117

b 01/04/2017 | 7:04AM 5721700226 |AK o ‘GOGUARDIAN FOR ADMINISTRATORS | EACH 34,000.00 COWG 0.00 HEWETT, SHARON L i
11117 to 12/31/17

b o1/04/2017 | 7:01AM 721700216 | AK o Mware Support and Subscription EAcH 26,00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L v

Production - Technical support - for
VMware vSphere Standard Edition (v. 6 )
- 1 processor - academic - emergency
phone consuting - 1 year - 24x7 -

nse time: 30 min VMware - Part#:

VS6-STD-P-S55-A Coverage Term: Aug-
01-2016 - 1u-31-2017 Note: Contract #:
43230000-14-01

» o1/08/2017

5721700216 | AK o VMware Support and Subscription EAcH 22,00 SHI INTERNATIONAL 0.00 HEWETT, SHARON L v
Production - Technical support - for
VMware vSphere with Operations

Coverage Term: Aug-01-2016 - Jub31-
2017 Note: Contract #: 45230000-14-01

booieuzon zeiaM smeeze A O VWiware Supportand Subscipbon | EAGH 1000 SHI INTERNATIONAL 0,00 HEWETT, SHARON L v
Ptk o ekl s o
VWare vSphere with Opetations v
Management Enterprise Plus (v. 6 ) -
< >
144 b W 20 records diplayed P
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Receiving/Verification of Receiving/Returns in Skyward

Step 4 Quantity of items ordered and items received are shown. Compare against the packing
slip to verify. If the receiver is correct, then you are finished. If incorrect, then complete step 5.

‘r ESCAMBIA CO. SCHOOL DISTRICT - PRODUCTION
WARD

Ascounts | Fixed | Custom
Home |+ V"'“""" Payabie | Assels | Repors|

e e o P
<l Receiving %

Acsount  Preferences | Exit | 2]

O R A T |

e Quantity Order ‘ Quantity Received - ‘ EMB A=

O Number v Descrpton

STAR MATH CUSTOM INTALL
CRIPTION RENEWAL INCLUDES
< Up 0 aon STUDENTS |

Expand All Collapse All  Modify Details (displaying 4 of 4) View Printable Details

Display Summary nformaton

PO Totsl Gy Received: 2975 PO Total Amt Recsived: 7,725.50
Catsiog
Code  Description
AM ENTERPRISE CUSTOM INSTALL

em
UnitCost Received By Receiving Comment

1231 Pm sao0 g sanveR, caroLE

1231 M ‘SARVER, CAROLE
ACGESS UPTO 800 STUDENTS

AR ENTERPRISE CUSTOM INSTALL

‘SUBSCRIPTION RENEWAL INCLUDES 221 Pm

saveR, caroLE
'ACCESS FOR UP T0 925 STUDENTS

1231 PM sanveR, caroLE

b 1001300002 | 03/26/2012 | 12:31PM BP H SR SERVICE CUSTOM INSTALL EAcH 800,00 RENAISSANCE LEARN 0.00 SARVER, CAROL ¥ v
'SUBSCRIPTION RENEWAL INCLUDES

'ACCESS FOR UP TO 800 STUDENTS

AR ENTERPRISE CUSTOM INSTALL EacH 925.00 RENAISSANCE LEARN. 0.00 SARVER, CAROL E ¥ |v

'SUBSCRIPTION RENEWAL INCLUDES

'ACCESS FOR UP TO 525 STUDENTS

» 1001300002 | 09/26/2012 | 12:31PM BP H

v

<
104D W 3 records deplyed vommber ] (ABE)
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Receiving/Verification of Receiving/Returns in Skyward

Step 5 Complete either a or b to correct a receiving error.

a. If the quantity was over-received, then follow the instructions for a Return on the
next page. For example, if the packing slip states that you received 30 out of 50, and 50 was
entered in Skyward as being received, then you need to return 20. See screen below.

b. If the quantity was under-received, then repeat the steps to enter another receiver.
For example, if the packing slip states you were delivered 15 but you entered a receiver for 10,
then complete another receiver for an additional 5.

ol ]
a]
Anya Klinginsmi Account Exit 2 A
Account Custom
Home
Management Reporis |
‘ : > Receiving w v 2@ 97 Favorites ¥ ] New Window £ My Print Queue
Views: [By Purchase order Number V| Filters: [*Skyward Default v Y W ®B & Add
Batch Edit
PO Number v Date Time Description Unit Desc Quantity | Vendor
Number
Delete
» Current Receiving Record Information
¥ Master Jotes

Attach

Vendor: DELL COMPUTER CORP Ship To: EDUCATIONAL SUPPORT PERSONNEL
ONE DELL WAY 75N PACE BLVD

ROUND ROCK TX 78682 PENSACOLA FL 32505
Group: (572) INFORMATION TECH-GENERAL Attention: ANYA KLINGINSMITH
Entered Date: 01/06/2017 Ship Date: 01/20/2017
Fiscal Year: 2015 - 2016 Ship Via: SeCO nd Amount
Accounting: Account allocation by total PO amount. Batch Number. 06
Origin: Budgetary Printed: NO Rece |Ved
Blanket PO: NO
¥ Line Item Receiving Information
Display Summary Information
PO Total Qty Received: 45 PO Total Amt Received: 525.00 Fl rst Am ou nt
Line  Catalog PO Ordered PO Received Item Amt
Nbr. Code Description Date Time Quantity Quantity Received Rece ived
100 Test items for under receiving instructions 01/06/2017 1:09 PM 15 5 NGINSMITH, ANYA DAVINA
100 Test items for under receiving instructions 01/06/2017 1:08 PM 15 10 KLINGINSMITH, ANYA DAVINA
200 Test items for over receiving instructions 01/06/2017 12:18 PM 50 20 5.00000 ~10000  KLINGINSMITH, ANYADAVINA
200 Test items for over receiving instructions 01/06/2017 11:51 AM 50 50 5.00000 25000  KLINGINSMITH, ANYA DAVINA o
— T r e =
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Receiving/Verification of Receiving/Returns in Skyward

Page 10 of 13

Section C To Enter a Return (Corrections for over-received Quantity To Enter a Return)

Step 1. After verifying the quantity was over-received, enter a Return by clicking the
“Add” button.

Example, a receiver was entered for 50, but the
packing slip and actual delivery was for 30.

Click “Add” button.
//"/7 ESCAMBIA CO. SCHOOL DIS
SKYWARD'

<4l » Receiving w

Anya Klingi

Account \ Exit 2 A
Q

- e Account
Management

Custom
ets | Inventory ‘ Reports

Views: [By Purchase order Number V| Filters:

v [ @ 7ravoritesv T ]New Window Mg My Print Queue
[Fskyward peraul\ V]l Y W ®| & Add
\ Edit
PO Number v Date Time | Bateh 5] Description Unit Desc Quantity | Vendor J —
P Current Receiving Record Information SRR
¥ Master
Vendor: DELL COMPUTER CORP
ONE DELL WAY

ROUND ROCK TX 78682

Notes
Attach
Group: (572) INFORMATION TECH-GENERAL Attention: ANYA KLIN(
Entered Date: 01/06/2017 Ship Date: 01/20/2017
Fiscal Year: 2015 - 2016 Ship Via:
Accounting: Account allocation by total PO amount.  Batch Number: 06
Origin: Budgetary Printed: NO
Blanket PO: NO
¥ Line Item Receiving Information \
Display Summary Information
PO Total Qty Received: 50 PO Total Amt Received: 250.00
Line Catalog PO Orelled PO Received Item Item Amt
Nbr. Code Description Date Time Qualkity Quantity UnitCost  Received Received By
200 Test items for over receiving instructions 01/06/2017 11:51 AM 50 50 5.00000 250.00 KLINGINSMITH, ANYA DAVINA
¥ Notes Add Notes
No Notes exist for this receiving record. l v
v
— o - v " —_ LY

Rev. 2/22/2024
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Receiving/Verification of Receiving/Returns in Skyward

Step. 2 The next screen to appear is shown below. Type in the “PO Number” at the top of the
screen in the field marked “Enter PO Number”.

Type in the PO Number.

Then Press the “Enter” button on your keyboard.

{Z PO Line ltems - WF\PL\POYPD - 10746 - 05.72.05.00.17-10.2 - Windows Internet Explorer provided by ECSD Information Technology DZ|
gﬁ https:{fskyward. lscorp.comiscriptswsisa. difWService—gfinescambiatm2Flifporegmnt 001 wiisPopup=true 7
PO Line Items Rl 1K
Enter PO Number: Search by PO Search by Yendor
Views: ‘ General v | Filters: | *Skyward Default v | | @ L:I;; el

There are no records to display; check your filter settings.

0 records displayed

Done & Internet v | ®is0% -
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Receiving/Verification of Receiving/Returns in Skyward

Step 3. If the line number on your PO does not show on the screen, then click “Show All Detail
Items”. If it is there, then go to next step.

2 PO Line Items - WF\PU\PR\RC - 10745 - 05.16.10.00.08 - Internet Explorer ===
i o 5 scripts/wsisa.dll 00 H " H ”n a
fa Click “Show All Detail Items” button.
PO Line ltems WS 2
Enter PO Number: 5721600489 Search by PO Search by Vendor
Views: [General V| Filters: [*skyward Default V| save
Line Number ¥ | Catalog Description UofM Qty Ordered|  Prev Received| Qty Received | Qty Remaining | Comment
Receive All
Reset All
aty
eceived to
Zero
Show All
Detail Items
Notes
Attach
Close
< >
1 records displayed Line Number: :]
H160%

Rev. 2/22/2024



Page 13 of 13
Receiving/Verification of Receiving/Returns in Skyward

Step 4. Enter the amount over-received as a negative amount. Click the “Save” button.

In this example, the packing slip states quantity 30 but quantity 50 was received in Skyward. The
difference of quantity -20 is entered. The “Quantity Remaining” changes from 0 to 20.

/2 PO Line lems - WRPU\PRIRC - 10746 - 05.16.10.00.08 - Internet Exporer FIrSt’ enter Qua ntlty ==
[t = fusia o0t i =
- as a negative (-) =
PO Line ltems & [ IR B IS
Enter PO Number: 5721600489 Search by PO Search by Vendor
Views: [General V| Filters: [*Skyward Default v Save
Line Number ¥ | Catalog Description UofM Qty Ordered|  Prev Received| Qty Rec®ived | Qty Remaining | Comment ﬁ
Receive All
» 200 Test items for over receiving instructions EACH 50 50 20 | 4.=
B g instructions __|Ench_| | I Il o
Received to
Zero
Show ltems
with Qty
Remaining
Notes
Attach
Second, click
Close
“ ”
Save” button.
< >
2 records displayed Line Number: |:|
w160% -
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