
   
                                   
Procedure: Receive a  
Converted CUFS Purchase Order  

 
Follow the steps below to locate and receive a converted CUFS Purchase Order in 
NUFinancials. 

Find a Converted CUFS Purchase Order 
 

1. Navigate to  eProcurement → Manage Requisitions 
 
2. Enter necessary search criteria in the Search Requisitions box: 

 Clear out the Date From field. It should be left blank. 
 The Requester field must be changed to CNV999.  This can be done by 

clicking on the look up button (magnifying glass) next to the Requester 
box and choosing it from the list. 

 In the PO ID field, enter the 3 letter departmental code (first 3 characters 
of your CUFS Purchase Orders) that you are searching for. 

 
 
 

3. Once all the necessary search fields have been entered, click on the look up button 
(magnifying glass) next to the PO ID box.  
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4. The Look Up PO ID page will appear with a list of converted CUFS Purchase 

Orders that match the departmental code that you searched for.  If there are a lot 
of orders, you may need to click on the arrow to show the next page. 
 
Note: A CUFS Purchase Order ABCPD001234 will appear as ABCP001234 in 
NUFinancials.  A CUFS Blanket Order ABCBK004321 will appear as 
ABCB004321. 
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5. Click on the converted order that you would like to review directly from the list. 

This will take you back to the Manage Requisitions page.  

 
 
Notice that the PO ID field now contains the order you selected from the Look Up 
list. 

 
6. Click the yellow search button. The Requisition will appear on the Manage 

Requisitions page. 
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Example: Receiving a Converted Order with a Single Chart String 
 

7. From the <Select Action> Drop down box, choose Receive Order and click the 
Yellow Go button. 

 
 
 
8. Select the lines that you wish to receive and click Receive Selected. 
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9. At the Receive Items Page, enter the quantity or amount that you are receiving 

(the total quantity or amount will automatically be filled in), and click Save 
Receipt. 

 
Consult the NUFinancials Training Materials at 
http://www.cafe.northwestern.edu/training/materials.html for extra help with entering 
Receipts. 
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Example: Receiving a Converted Order with Multiple Chart Strings 
 
Note: Since these orders look different that what is reflected in CUFS, follow these 
steps below to make sure you are receiving the correct items.   
 
To begin, locate the order you want to receive by following steps 1-6 above. 

 
 

7. From the <Select Action> Drop down box, choose Receive Order and click the 
Yellow Go button. 

 

 
 
 

December 1, 2008 Page 6 of 9 
 



   
                                   
Procedure: Receive a  
Converted CUFS Purchase Order  

 
8. Review the order lines and select the items you would like to receive. 
 

 
 
 
This example is a Subcontract that was set up in CUFS and converted to 
NUFinancials.  There are 3 commodity lines and 3 CUFS Accounts being charged 
(You can determine the amount of Commodity lines and CUFS Account lines by 
checking the OPPC and OPPL tables in CUFS).  
 
The first commodity line in the OPPC table in CUFS looks like this: 

 
FUNCTION:               *** OPEN PO COMM LINE ***   OPPC 
 ------------------------------------------------------------------------------- 
                                                                                 
   TRANS CODE= PD   PO NUMBER= CNCPD043773                                       
                                                                                 
  LINE NUMBER= 001      COMMODITY CODE: SUBCONTRACTING  ITEM:                    
  DESCRIPTION: CABIG-CTMS WORKSPACE DEVELOPER-ADOPTER PATIENT STUDY              
  ORDERED QUANTITY: 25000.00      UNIT: $          CATALOG #:                    
         UNIT COST:          1.000                                           TOTAL COST:      25,000.00     
 RECEIVED QUANTITY: 25000.00 SPEC COND:    P/F: F TOTAL RECD:      0.00 
 INVOICED QUANTITY: 25000.00 SPEC COND:    P/F: F TOTAL INVD:      25,000.00     
    LAST UNIT COST:          1.000                      TEXT: Y                  
      MODIFICATION: 00                MOD DATE: 07 07 2008                       
        BID NUMBER:                 BID SUFFIX:     BID LINE:                    
     ACCT LINE REF:                                                              
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We see that the entire line is set up for $25,000. Since this order is a subcontract, the 
lines are distributed by amount, not quantity.  However, we do not see a line amount 
matching $25,000 in NUFinancials. This is because a portion of each commodity line 
amount was distributed among each of the 3 different CUFS Accounts.   
 
NUFinancials will reflect each charge on each account as a separate line. To find 
the lines that make up the $25,000 ordered amount, you must start by looking at the 
last line on your Receive Items page in NUFinancials.  We know that there were 3 
CUFS Account lines entered, so the $25,000 must be divided into 3 lines.  The 
amounts of lines 7, 8, and 9 are equal to $25,000.  Commodity lines 002 and 003 will 
also be separated out into 3 lines each creating 9 item lines.  
 
So, 3 commodity lines x 3 account lines (in CUFS) = 9 item lines (in NUFinancials) 
   
9. Once the lines to be received are identified, click Receive Selected.  If you only 

wanted to receive Commodity Line 001, select items 7, 8, and 9. 
 

 
 
 
10. At the Receive Items Page, click Save Receipt. 
 
Consult the NUFinancials Training Materials at 
http://www.cafe.northwestern.edu/training/materials.html for extra help with entering 
Receipts. 
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Contact Information 
Financial Systems  
619 Clark Street 
Evanston, IL  60208 
Phone: 847-467-3777 
Fax: 847-467-3070
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