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SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL
08-01-23
RECEIVING PURCHASE ORDERS

PURPOSE: Authorizing that the goods/services have been received
PREPARED BY: SM or DM

WHEN PREPARED: AFTER the product has been delivered and/or services have been
performed and invoice from the vendor has been received

Receiving of items on a purchase order is only to be performed when you have the vendor
invoice in hand.

ONLY APPROVED PURCHASE ORDERS CAN BE RECEIVED

Locate the Purchase Order you need to receive
From Roles — Select PO Dashboard

tes v &) Voyager (3 Yardi Clint Centra
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From the PO Dashboard click on (1) Not Received hyperlink.

Not Received; Will display all of your Open Purchase Orders that have not yet been received.

LSl © https /v yardiaspld.com 72687 © ~ @ © | 2 Vardi Systems, Inc. - Purcha...

{:‘5 "+ Accounting @ Authorize.Net Welcome ¢f2 DocuPhase (&) FF1 Bank qa Fifth Third Direct https--joneslanglasallefic... Paychex Flex ,*, RealPage E Suggested Sites v a Voyager

YARDIVOYAGER Site Search
T [© -

n Purchase Order Dashboard Functions o
Tuesday, October 30, 2018 Quick Links
} Roles R dered
+ Workflow Dashboard s Ordered Date | ‘@ To ‘ |@ Not Received Partially Received Received
Unit Sch. Delivery | ‘m To ‘ |m
» Receive PO PO i
— Act. Delivery To
2 | m =
Pay Account Payment Dus | ‘m To ‘ |m Fully Paid UnPaid
Batch Name Required Date | ‘ﬁ To ‘ |ﬂ
Open POs Yes w| Close Date ‘m To ‘ |m
Reguested By Expense Type N
Item Tvpe Workflow v Find Clear
Inv. Location Status (™)
Svec Contract
Mot Received (14)
Total Date Expense .
| PO# Vendor Amount ord, 4 s Requestor Description
115 hd - HD Supply 13.10| 10/30/2018 | Supplier kkelber Toilet Flanges
2 114 hd - HD Supply 72.26| 10/26/2018 | Supplier kkelber
111 hd - HD Supply 625.00( 10/08/2018 | Supplier kkelber
110 mmr - Mop, Mow and Roll Se 100.00( 10/05/2018 | On Site kkelber
108 hd - HD Supply 753.50( 10/05/2018 | Supplier kkelber
107 iaa - Indoff - Allied Appl 1,056,67| 10/05/2018 | Reserves kkelber
105 ahac - Aldon's Heating & Ai 400.00( 10/05/2018 | On Site kkelber
104 Ik - Kim Kelber 284.85( 10/05/2018 | Expense kkelber
103 low - Lowe's 639.00( 10/05/2018 | Supplier kkelber
16 mmr - Mop, Mow and Roll Se 150.00( 08/29/2018 | Contract kkelber
15 ppc - Paul's Pest Control 154.42( 08/29/2018 | Contract klcelber
14 iaa - Indoff - Allied Appl 1,465,63| 08/29/2018 | Reserves kkelber
13 hd - HD Supply 13.85| 08/29/2018 | Supplier kkelber
12 hd - HD Supply 800.00( 08/29/2018 | Supplier kkelber Expect total to not v
£ >

Locate the Purchase Order you need to Receive

(2) Click on the PO# Hyperlink to open the Purchase Order
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Purchase Order 114 Data/Reports ~ | Change Order(s) ¥ Jump To A~
Vend d Dig
endor hd " Attachments (1) 3
Se
BEEEE N Memo (1)

" Receive PO '

Vendor Info Re  Audit History =
i Quick Email
l PO Receipt History

Expense Type  Supplier To

Payment Due

y &
Last Received -
orkflow and

From Date S"”"E’dd

s Date Status Completer

Description Current Step Approved
Next Step =
MNotes
Navigation =

Save New Print Help Delete
[ General Info Addresses | Workflow | Approvers

More Details | | Change Order || Check Budget || Disiribuie Search Supplier

‘ Property | Unit ‘ Item Type ‘ Description ‘ GL Account. GL Account Description |Qtv0rd Unit Price | Base Total

Amount | Balance Qty Date Payable
Posted | Remaining | Received | Received | St2%S Ctri# Eel
E | o081 [ms | Maintenance Supplies | 5020 | Maint Supplies | 72.2600] 1.00] 72.26| 72.26 Open O
< >

v

(€] Attachments to upload your invoice. If this is for your monthly Lawn Service, also
upload your U-16¢c. Refer to Procedure V-480 for attachment requirements.

Once your Attachments are complete;

“@ and select Receive PO

The Purchase Order number will already be selected. Click on (5)

Receive Selected POs

Filter Criteria Receive PO Data

Property Itemn Type Date Received 10/30/2018 s
Vendor Location

Purchase Order |134 Expense Type ~
Requested By Expense
Legal W
Submit Clear Close Help Set Locations Set All Dates Check Ry

]
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All of the detail items from the Purchase Order will display.

( "= Yardi Systems, Inc. - Receive Selected POs - Internet

Receive Selected POs

Filter Criteria Receive PO Data
Item Tvpe Date Received 10/30/2018 B
Location
Purchase Order Expense Type
Requested By Expense
Legal

Submit He Set Locafions Set All Dates Check Rov

1 rows returned

Quantity == Quantity -
Ord d Item Type ExpType Description \ Received Date Received

72,26/ ms Supplier Maintenance Supplies 72.2600 m

If you have received the total value of the Purchase Order, you can click on the (6) Receive
Check Box then the (7) and this will fully receive the items.

If you have only received some of the value, override the (8) Quantity Received to be the
amount of the goods/services actually received.

If your Purchase Order ends up being for MORE than the actual goods or services, add a memo
stating, “Invoice less than PO”.

When accounting is vouchering the invoice, the Purchase Order will be manually closed.

If your goods/services are more than the Purchase Order;

First, check to see if you have a change order attached to the Parent PO.
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Purchase Order 114 Data/Reports ~ || Change Order(s)wg, Jump To A~
Wend, d Di¢
endor hd " Attachments (1) rder
59 mMemo (1) ] 9
HD Supply o
" Receive PO '
WVendor Info R Audit History 3 a2}
€k Quick Email =
Expense Type  Supplier To
P: it D
Last Received s
orkflow tandart
From Date S"”““d =
o Date Status Complete:
Description Current Step Approved
Mext Step =
Motes.
Navigation = e
Save New Print Help Delete
Pl General Info | Addresses | workflow | Approvers
More Deais | | Change Order || Check Budget || Disiribute | | Search Suppiier
. - - - Amount | Balance Qty Date Payable
‘ Property | unit ‘ Item Type Description ‘ GLAccount | GL Account Description | Oty Ord | Uit Price | BaseTotal | fynount | Belance | OW | Dale | status | Povable | pel
E | o081 [ms | Maintenance Supplies | 5020 | Maint Supplies | 72.2600] 1.00] 72.26| 72,26, Open [}
< > ©

In this example, Purchase Order 114 is for $72.26 and there is a (9) Change Order
Change Order 115 is for $13.10 for a total of $85.36. If your goods/services are for $85.36,
you also need to receive Change Order 115.

Open Change Order 115 and repeat the receiving process.

£

Change Order 115 Data/Reports ~ Jume e "
Vendor hd Parent PO 114
Display Type Purchase Order [v]
HD Supply Sched. Deliv. =
Vendor Info Order Date 10/30/2018
Required By Date 10/30/2018 =
Closed [ Close Date =

Expense Type  Supplier PO Info
Payment Due ] Total Amount 85.36
Last Received
Approvals
From Date
workdlow Standard <
To Date = = [~
Status Completed
Description
Current Step Approved
Toilet Flanges
Next Step =
Notes
Navigation =
Save News Print Help Delete
Details General Info Addresses Workflow Approvers

More Details | | Change Order || Check Budget || Distribute Search Supplier

. - pri. Amount | Balance Qry
GL Account GL Account Description Qtyord | unit rice | Base Total | JISN | o BETEE | Receved | Received

- Payable
Description e

80 Maintenance Supplies | 6020 Maint Supplies

Second, if there is not a change order attached to the Parent PO, you need to create a Change Order.
Approvals are required on all goods/services purchases. Refer to Procedure V-430 Change Orders
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