
Receipt of Goods from External Suppliers – “To-Be” Process

Receipt of Goods from External Suppliers – “As-Is” Process
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STARTSTART Goods ok?
Receipt complete 

order on system by 
line item

Yes

Notify supplier of 
issue and receipt on 
system as incorrect 

by line item

No

System generates e-
notification to 
originator and 

Financial Control

GO TO PAYMENTS 
PROCESS

Re-send required 
Goods

GRN/receipt logged 
immediately at point of 

receipt

Retrieve Purchase 
Order Number from 

system

Scan Goods 
Received Note into 

system against 
Purchase Order

Is order 
complete?

Yes

No

Receipt part order 
on system by line 

item

Electronic copy of GRN 
created

Notification ensures 
originator and Financial 
Control receive status 
updates 

Receipt status is 
updated at each stage

Return items only when 
replacement items 

received and checked

Reduces need to chase 
for confirmation of 
receipt

STARTSTART
Quality of 
Goods ok?

Send Goods 
Received Note to 

Support
Yes

Notify issue to 
supplier

No

Send Goods 
Received Note to 
Support with note 

about issue 

Log into EBIS system 
and click ‘Stock – 

Stores’ from menu 
sidebar

Select ‘Delivery 
Note’ from Stores 

Main Menu

Input Order Number 
and Docket 

Number, click ‘OK’ 
to confirm

Click ‘Deliver All’

Generates email to 
Order Originator, 
updates Project 

Report in Archibus

GO TO PAYMENTS 
PROCESS

Re-send required 
Goods

Quality/Quantity check

Docket Number is the supplier 
reference

Goods received by Trades Team 
Manager at 1 of 4 Zones dependent on 

cost centre on purchase order
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