WAREHOUSE

PURCHASE ORDER DIRECT RECEIVING

Northwestern | FACILITIES CONNECT

WAREHOUSE & INVENTORY

Provides guidance for how create a receipt for direct Purchase Orders using Facilities Connect.

DIRECTIONS:

1 From the Facilities Connect Home Screen click on the Receipts tab screen located under the PO/Invoice/Receipts header.
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2 From the Receipts home page, click Add.
e
Receipts & o0
Receiving v Sk v A u
@ 0 1] Name Vendor Company Name Vendor D Bill To Lookup Received By Date Status
Contains Contains Contains Contains Contains Contains More Than or EE Contains
D [7 1045310 PUR2319443-PUR2319443 FASTENAL COMPANY - 000. 0000024860 Roy,Micah Nathaniel Lyles, Raphael - 1118770 01/16/2026 Issued -
D [7 1045309 PUR2319618-PUR2319618 FASTENAL COMPANY - 000. 0000024860 Imburgia,Vince Salvatore Lyles, Raphael - 1118770 01/16/2026 Issued
D [7 1045308 PUR2321117-PUR2321117 KIMBALL MIDWEST - 0000. 0000020640 Lyne, Gregory - 1114282 01/16/2026 Issued
D [7 1045307 PUR2319426-PUR2319426 FASTENAL COMPANY - 000. 0000024860 Milovancevie, Alexander Lee Lyles, Raphael - 1118770 01/16/2026 Issued
D [7 1045306 PUR2320954-PUR2320954 FASTENAL COMPANY - 000. 0000024860 LaMontagne Matt Lyles, Raphael - 1118770 01/16/2026 Issued
O [7 1045305 PUR2317482-PUR2317482 FASTENAL COMPANY -000.. 0000024860 Lyles, Raphael - 1118770 01/16/2026 Issued
O [1 1045304 PUR2321797-PUR2321797 JC LICHT, LLC - 0000132511 0000132511 Lyles, Raphael - 1118770 01/16/2026 Issued
O [1 1045303 PUR2321802-PUR2321802 CONNEXION - 0000103088 0000103088 Lyles, Raphael - 1118770 01/16/2026 Issued
O [7 1045302 PUR2321782-PUR2321782 CONNEXION - 0000103088 0000103088 Lyles, Raphael - 1118770 01/16/2026 Issued
D [7 1045301 PUR2310019-PUR2310019 JOHNSON PIPE & SUPPLY .. 0000098860 Stevenson Il Walter Charles Barnes, Stephen - 1008551 01/16/2026 Issued
D [7 1045300 PUR2321852-PUR2321852 GRAINGER - 0000021309 0000021309 CunyNicholas E Lyne, Gregory - 1114282 01/16/2026 Issued
D 7 1045299 PUR2321059-PUR2321059 NEUCO INC - 0000024197 0000024197 Sak,Michael Joseph Barnes, Stephen - 1008551 01/16/2026 Issued
D [7 1045298 PUR2317302-PUR2317302 FASTENAL COMPANY - 000. 0000024860 Barnes, Stephen - 1008551 01/16/2026 Issued
D [7 1045297 PUR2321625-PUR2321625 NEUCO INC - 0000024197 0000024197 Barnes, Stephen - 1008551 01/16/2026 Issued
O [71045296 PUR2321831-PUR2321831 NEUCO INC - 0000024197 0000024197 Barnes, Stephen - 1008551 01/16/2026 Issued
O [ 1045295 PUR2320057-PUR2320057 NORTH AMERICAN - 00000 0000023950 Barnes, Stephen - 1008551 01/16/2026 Issued
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DIRECTIONS:

3 The Receiving General Box will populate. Scroll down to the Purchase Order header, click Find

Receiving: +i \%J a9 Create Draft X

General Line Items Item Life Cycle Notifications Notes & Documents Audit Actions
Currency *  USDollars & *
Conversion Currency
Group Default v Exchange Date 02/18/2026 09:35:12 B x

~  Details
Ship/Pickup
Ship Via Not Specified v Date 02/18/2026 B x
Ship Tracking
Number
Vendor
Tracking...
Total Received a
Total Damaged a
~__Purchase Order Find Clear

-~ Purchase Order Find Clear

Vendor

~  Received From

Received =
From... e} Lyne,Gregory P T X
First Name Gregory Last Name Lyne
Organization B - _

A \Organizations\Workgroups\Facilities Warehouse T X

Lookup

All Active Purchase Orders will populate. Enter the PO ID number.

OK

Active Durchaco Ordare o o T ApplyFilters @&
ID |y Name Bill To Lookup Total Invoice PO Entered Date Last Integration Date Status
Contains More Than or Equals More Than or .1 More Than or E... Contains
tains 000024197 500 0211112026 02/12/2026 05:03:46 Completed A
- & SUPPL 500 02112026 02/12/2026 05:03:39 Completed
O {7 PUR2331745 NEUCO INC - 0000024197 500 02112026 02/12/2026 05:03:34 Completed
o [ PUR2331708 NEUCO INC - 0000024197 500 02112026 02/12/2026 05:03:29 Completed
o [ PUR2331699 FORZA CONSTRUCTION, 500 02112026 02/12/2026 05:03:25 Completed
o] [ PUR2331698 FRANK H STOWELL & 5. 500 0211/2026 02/12/2026 05:03:22 Completed
o] [ PUR2331662 JOHNSON PIPE & SUPPL 500 0211/2026 02/12/2026 05:03:18 Completed
o] [ PUR2331612 FASTENAL COMPANY - 0.. 500 0211/2026 02/12/2026 05:03:04 Completed
e} [7 PUR2331548 JOHNSON PIPE & SUPPL 500 02112026 02/12/2026 05:02:36 Completed
e} [4 PUR2331531 METROPOLITAN INDUST. . 500 02112026 02/12/2026 05:02:32 Completed
O [7 PUR2331530 CONTINENTAL ELECTRI. .. $.00 02/11/2026 02/12/2026 05:02:29 Completed
O [7 PUR2331529 METROPOLITAN INDUST .. $.00 02/11/2026 02/12/2026 05:02:25 Completed
o [7 PUR2331528 MONSON NICHOLAS INC... 500 02112026 02/12/2026 05:02:21 Completed
o [7 PUR2331514 ANIXTER INC. - 0000021... 500 02112026 02/12/2026 05:02:17 Completed
: ompletes
[7 PUR2331513 JOHNSON PIPE & SUPPL 500 02112026 02/12/2026 05:02:13 Completed
o : omplatet
[7 PUR2331510 G & O THERMAL SUPPLY. 500 02112026 02/12/2026 05:02:09 Completed
- : omplatet
[7 PUR2331495 NEUCQ INC - 0000024197 500 02112026 02/12/2026 05:02:05 Completed
-0 : omplater
[7 PUR2331470 FASTENAL COMPANY - 0 500 02112026 02/12/2026 05:01:55 Completed
- 000.. : omplater
[7 PUR2331443 NORTH AMERICAN - 000 500 02112026 02/12/2026 05:01:48 Completed
- 000.. : omplater
[7 PUR2331432 NORTH AMERICAN - 000 500 02112026 02/12/2026 05:01:46 Completed
- 000 ompleter
[4 PUR2331428 NORTH AMERICAN - 000 500 02112026 02/12/2026 05:01:40 Completed o
Items perpage: 50 v 1- 50 0f 87496 items 1 v of 1750 pages « »
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DIRECTIONS:

5 Once the PO has populated click the radio button, then press OK.

Items Selected: 1

ID: 2298789 x  Clear Filters

! D Vendor Company Name Bill To Lookup Total Invoice PO Entered Date Last Integration Date Status
P 2298789 Containg Contains More Than or Equals More Than or . [ More Than or E Contains
E [ PUR2298789 ANIXTER INC. - 0000021... $1262913  10127/2025 10/2812025 04:46:02 Completed

From the General tab, click Revise.

Purchase Order: PUR2326074 - 1 - PUR2326074 bAg=
General Shipping Line Items Terms and Conditions Item Life Cycle History Notifications Notes & Documents
(Required): Create a Purchase Order specifying the vendor and purchase order details. Select the Line Items tab to enter line item details. E
~  General
D PUR2326074 Revision 1 Status Completed
Name * PUR2326074 Date *  01/28/2026
Description oL
Due Date 01/28/2026 Fulfillment Date
~  Units
Currency US Dollars
Conversion Group Default Currency Exchange Date 01/29/2026 04:59:58
Line Ttem Total $724.16 Total Invoice $724.16
Original PO Amount $724.16 Encumbrance Amount $.00
~  Blanket Purchase Order
Name Status
o Type
~  Vendor Company
Vendor Company
Lookup \Organizations\Vendors\ATLAS BOBCAT, LLC - 0000021725
Name ATLAS BOBCAT, LLC - 0000021725
Address
o
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DIRECTIONS:

7 Under Contract Revision, click Continue

[} Purchase Order: PUI 074 - 1 - PUR2326074 - Google Chrome

% northwestem.tririga.i

Continue

% Contract Revision:

(Required): Describe why you are revising the contract. II
~  Change Type

Change Type Revise  # © Data Revise

O Revision

~  Revision Details

Revision Date 02/12/2026 B ox Revised By

Description

Scroll to the Bill To header and enter the Resource you are issuing the item to, click Save & Close.

Purchase Order: PUR2326074 - 1 - PUR2326074 T @

General Shipping Line Ttems Terms and Conditions Ttem Life Cycle History Notifications Notes & Documents
~ Vendor Contact

Response Required?

Vendor Contact Lookup

First Name: Last Name:

Organization Lookup

Bill To

ninic Robert

o
x

Bill To Lookwp Fa

Last Name Giannosa
-

| s\Workgroups\Central Auto Mechanic

Work Phone 708/732-0988 Work Fax

Mail dominic.giannosa@northwestern.edu

Address 2020 Ridge Ave #200

Zip/Postal Code 60208

City Ev

State/Province L Country

~  Contacts

Contacts and their Role

4]
@

! Role Person Work Phone Mobile Email Primary Organization

No data to display

4
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DIRECTIONS:

The Resource will now be updated under the Bill To Lookup. Check the radio button, then click OK.

[i)] Receiving: - Google Chrome:

25 northwestern.tririga.io

Items Selected: 1

ID: 2326074 x  Clear Filters

! D Vendor Company Name Bill To Lookup Total Invoice PO Entered Date Last Integration Date Status

- 2326074 Contains Contains Meore Than or Equals More Than or . £ More Than or E. Contains
@ [3 PUR2326074 ATLAS BOBCAT, LLC - 00 Giannosa,Dominic Robert $724.16 01/28/2026 01/29/2026 04:59:58 Revision In Progress

10 On the Line Items tab, scroll over to check the Quantity Order to the Received Total. The Received Total must be less than
Quantity Order to proceed.

[ Receiving: - Google Chrome

95 northwesterndirigaio AWebprocass

Rece

3 w s 0 Create Draft X
Lina Items
Genf Item Life Cycle Notifications Notes & Documents Audit Actions
(Required): Complete the quantities received for each line item. Qﬂlﬂll‘l‘r Cuant ey Received Prow Pﬂ'l-d'p' Received P
Oroarad Aecasvied Ttal Hi
~  Line Items

S ot 2totalfound  ApplyFilters Clear Filters ~Show More Filters

— | 8
11D Storage Area  Spec 1D PO Line Name - - - - -
More Fha = Moew Frar or Spuale Mare Mhan or Fge | | Seve Fhan o L
[ | [Consans
R 1each | | sach 1 each leach §
[TEM 1030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1062069, QUOTE # H09606, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, B S ! el ———— ——— G46, BOBCAT
[TEM 1030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1059683, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, BOBCAT--7486188 — h §G46, BOBCAT
¥ -k
“ | B @] =ac L2 Bl B
T EhE | mach b e&th
~  Issued Line Items H
Stock Part Issues. R - 1 N 1 ers fal
1 g [ qlm[h 0 egch ] I
D ! Issue ID Receipt Line ID Material Order Task ID Prim Part
. L8]

Vv TIP & TRICKS

Line Items must have a Work Task associated with them. If there is not Work Task, contact the Tech to issue a
Work Task to the items.
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DIRECTIONS:

1 1 Check Items, click Create Draft

[ Receiving: - Google Chrome:

% northwestern.tririga.io/WebProcess.srv?objectld=750000&actionld=7500118&propertyld=208133 &specClassType=200138tspecTypeld=10003251&guild=10003512&manager Typ: inline=false Create D raft
Receiving;
General Line Items. Item Life Cycle Notifications Notes & Documents Audit Actions
(Required): Completa the quantities raceived for each line item.
~  LineItems
gnort 2totalfound  ApplyFilters Clear Filters Show More Filters Show:
| Purchase Unit  Unitof Issue Issue  POID PO Line POLine PO Bill To Lookup Item ID Storage Area  Spec ID PO Line Name Quantity
J Price Per  Cost Measure D Status Comment  Number Ordered
Unit Conversion
Needed
Contains | | Contains Contains [contains | [cantains | [More han or
oo $90.52 PUR2326074 WT-1062069 1 Giannosa,Dominic Robert INVITEM 1030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1062069, QUOTE # H09606, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VGA46, BOBCAT--7486188 deach
oo $90.52 $89.19 PUR2326074 WT-1059683 2 Giannosa,Dominic Robert INVITEM 1030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1059683, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE ¥G46, BOBCAT--7486188 deach
] >
~  Issued Line Items
Stock Part Issues S ¥ ApplyFilters @
o 1ssue ID Receipt Line ID Material Order Task ID Primary Location Issued DateiTime Spec ID Spec Class Part Category 2 Part
No data to display
« »e >

1 2 Scroll to Quantity. Update the Quantity Received, click Issue.

[ Receiving: 1045872 - 0 - PUR2326074-PUR2326074 - Google Chrome

northwestern.tririga.io/WebProcess.srv?objectld=750000&actionld=750011&propertyld= rojectld=1&specClassType=20013&specTypeld=10003251&quild=10003512&managerTyp: y&inline=false} I ssue
Receiving: 1045872 - 0 - PUR2326074-PUR2326074 w g «
General Line Items Item Life Cycle Notifications Notes & Documents Audit Actions

(Required): Complete the quantities received for each line item.

~  Line Items

© Exot 2totalfoind  AoplFiliers Clear Fiters Show More Filers Guantity Received

Storage Area  Spec 1D PO Line Name Q teceived  Part  SpecName
o fotal No.
030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1062069, QUOTE # H09606, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, BOBCAT--7486188 1o Eovaln Oeach CON-1041691 FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, BOBCAT--748
030598 RIDGE-DIRECT CON-1041691 INVITEM 1030598, WT-1059683, FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, BOBCAT--7486188 Oeach CON-1041691 FLUID, HYDRAULIC 2.5 GAL COOL CLIMATE VG46, BOBCAT--748
O | 1| pach = >
| 4] wach
v Issued Line Items e
Stock Part Issues S ¥ ApplyFiters @
D ! Issue ID Receipt Line ID Material Order Task ID Primary Location Issued Date/Time Spec ID Spec Class Part Category 2 Part
No data to display

4 >4 »
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PURCHASE ORDER DIRECT RECEIVING

DIRECTIONS:

1 3 A completed Line ltems Receipt will be accessible under the Line Items tab once it has been issued. This receipt provides details
such as current stock levels, quantities ordered, quantities received, and related information.

northwestern.tririga.i

Receiving: 1045872 - 0 - PUR2326074-PUR2326074 wom @ More v X
General Line Items Item Life Cycle Notifications Notes & Documents Audit Actions
| Purchase Unit  Unitof IssueID Issue POID PO Line POLline POBIll ToLookup ItemID Storage SpecID PO Line Quantity Quantity Previously Received Part SpecName PO Vendor Reference PO Entered Last Interfaced Quantity Previousl |
PricePer  Cost  Measure Status Comment  Number Area Name Ordered Received  Received Total No. Name TaskID Date Date Damaged  Damagec
Unit Conversion
Needed
Coneaine | [ Cantains_| [contains Contains__| | More Than or | [#ore Than or | [Hare Than or £qc ] [ #are Than or [Contains | [Contains | [ Coma | [are Than or | [ More Than or Equ | [ Mers Than ar | [ Mere Thar
INVITEM
1030598,
s CON-
1062069, 1041691
QUOTE # FLUID,
H09606, HYDRAULIC ATLAS
WT- Giannosa,Dominic INVITEM RIDGE-  CON-  FLUID, 25GAL  BOBCAT,LLC 01/29/2026
W= Giannosa,Dominic INVITEM RIDGE-  CON-  FLUID 25GAL  BOBCAT.LIC z
$90.52 $89.19 1477030 Active PUR2326074 1062069 1 Robert 1030508 DIRECT 1041691 HYDRAULIC 4each 4 each 0Oeach 4 each oL N 01/28/2026 04:59:58 0 each
2.5GAL CLIMATE 0000021725
cooL ¥Gae,
CLIMATE BOBCAT-
VGa6, -7486188
BOBCAT-
-7486188
INVITEM
1030598, CON-
WT- 1041691
1059683, FLUID,
HYDRAULIC ATLAS
WT- Giannosa,Dominic INVITEM RIDGE-  CON- BOBCAT, LLC 01/29/2026
0.5 77 3 Glannosa,Dominic INVITEM CON- BOBCAT. LLC o8/ 01/29/2026 o
$90.52 §89.19 1477031 Active PUR2326074 059683 2 Robert 1030508 DIRECT 1041691 4 each 4 each QOeach 4 each N 01/28/2026 04:59:58 0 each
0000021725
CLIMATE
VGa6, BOBCAT-
BOBCAT- -7486188
-7486188
4 >
~ Issued Line Items
Stack Part Issues S % ¥ ApplyFilters 3
! Issue ID Receipt Line ID Material Order Task ID Primary Location Issued Date/Time Spec ID Spec Class Part Category 2 Part Cate(
Contains Contains Contains Contains More Than or Equals Contains Contains Contains Contal
7 1477030 RLI-1215107 RIDGE 02/12/2026 08:55:22 CON-1041691 Ignition & Tune-Up Fluid
[7 1477031 RLI-1215108 RIDGE 02/12/2026 08:55:23 CON-1041891 Ignition & Tune-Up Fluid
. >
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