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Display Goods Receipt Report 

This report displays information on any orders that have been receipted into WBSCM. This Report is “Real 
Time” meaning it is ever changing/updating as information is entered into WBSCM.  Every time an ASN is 
entered or a Goods Receipt is entered, this report will be updated to reflect the new additions. This can be 
very useful for identifying ASN numbers after a multiple upload or a variety of other information. 
 
Portal Path: SuppliersSupplier Self ServiceSupplier Self Service 

• Click on “All Goods Receipts” 
 

 
 

To search for all Goods Receipts you must enter at least one of the following: 
• Vendor 
• Purchase Order (PO) 
• PO Create Date 
• PO Delivery Date 
• Bid Invitation Number 
• Advanced Shipping Notification (ASN) number 
• ASN Submission Date 
• Material 

The more criteria you enter, the more you will be able to narrow your search. 
 



  
April 18, 2016 

 

2 
 

Display Goods Receipt Report 

• NOTE: To include Invoice Data and Reference PO into the Report, you must search by 
Purchase Order Number. Enter Purchase Order Number and scroll down to click on the 
Invoice Data and Reference PO boxes.  
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Display Goods Receipt Report 

Click “Execute”. 

 
 
A list of all Goods Receipts will be displayed. 

• This report can be customized via the settings link. Click icon that looks like wrench, this will 
open up the different settings options.  
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Display Goods Receipt Report 

The columns of the Goods Receipt Report and the order in which they are displayed can be customized 
to your preference. Click on the blue box next to the column that you would like to add/remove from 
the Report. Once the box is highlighted click on the “Add” or “Remove” button. 

 
• To change the order of a column, click the up or down arrow keys. The first up arrow key 

will move the column to the first (top) column. The second, up arrow key will move it up 
one column.  

 
• In the following example—Figure 

1—the Purchase Order # was 
highlighted and the first arrow key 
was selected to move the column 
to beginning of the Report as can 
be seen in Figure 2.  

 
 
 
 
 
             Figure 1.   
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Display Goods Receipt Report 

• Notice the Purchase Order # has moved and will now be the first column of the report.  

 
Figure 2.  
 
Once you have made your selections, select “Apply” 
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Display Goods Receipt Report 

To save the customized settings, click “Save As”. The customized settings can be used to view future 
Goods Receipt Reports.  

 
 
A pop-up screen is displayed. Enter a name for the customized report in the Description field.  

• Click “Okay” 
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Display Goods Receipt Report 

A message will appear acknowledging the changes have been saved. 
• Select ‘Ok’ 

 
 
The customized report will be displayed. 
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Display Goods Receipt Report 

• NOTE: to use the customized setting for other Purchase Orders, select the drop-down arrow 
and select the name of the customized setting. 

 
 
To open or save as an Excel Spreadsheet: click “Export” and select “Export to Microsoft Excel” 

 
 

A message will appear asking if you want to open or save the file—Click “Open” to open the file in Excel 
or click “Save” to save it to a folder.  
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Display Goods Receipt Report 

When opening the file, the following message will appear. Select “Yes” 

 
 
The file will open and all the information will be displayed. Save the Excel file. 

 
 

Navigate to the location you would like to save the file and name the file and click ‘Save’. 
• Note: Don’t forget to change the ‘Save as type’ to Excel. 

 

SAMPLE REPORT 


