E-Receiving through HSS
What is HSS?

e HSSis a web-based program that is used to order and receive supplies through the Vanderbilt’s Allscripts Supply
Chain Solutions (aka PMM) client. Users will receive a link to the website with their login information. The link
can be added to favorites in the browser. CWS workstations have a shortcut on the desktop labeled “Materials
Management”.

e E-Receiving should be used after an order is placed and product is physically received.

e Entering items in e-receiving will update the PO.
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Welcome to Allscripts® Supply Chain Solutions eProcurement, please sign in
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Problems with your sign in? Please create a HelpDesk self-service communication via https://pegasus.mc.vanderbilt.edu/ or call (24)3-HELP.
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e Login to HSS. Your Username and Password are your VUMC ID and your ePassword at https://hss.app.vumc.org

eReceiving

Receive My Requisition Items - Search for items that I requested, and enter receipts.
Receive By Location - Search for items by delivery location, and enter receipts.

Receive By Cost Center - Search for items charged to a selected cost center, and enter receipts.

Receive By PO - Search for a Purchase Order, and enter receipts.

Reprint Receiving Labels / Delivery Documents - Search for receipts, and reprint copies of delivery document(s) or reprint receiving labels.

**There are 4 different ways to receive items depending on the information you have**


https://hss.app.vumc.org/

Option 1 — Receive My Requisition Items
This option will show only requisitions you have submitted.

1. Click Receive My Requisition Items in HSS and change the date to the time frame you’d like.
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SignOut  Home >> Receive My Requisition ftems. Logit mmae - - Menu
Crealed after-

Maximum Search Results: 50 v
Display Open Items Only

Search )

2. Click SEARCH.

PO Mo | PO Date w Wendor Ship To PO Composer Delivery Date Status .
8042435 |12/3/2020 MEDLIME INDUSTRIES INC WVUH SERVICE CENTER PMM Interface 12/472020 On Order
5042264 |12/3/2020 MEDUINE INDUSTRIES INC WVUH SERVICE CENTER PM Interface 12042020 Partial
041718 |12/3/2020 PASSY MUIR INC WVUH SERVICE CENTER PMM Interface 12052020 On Order
8041531 |12/2/2020 |£ MEDICA LLC VUH SERVICE CENTER PN Interface 121472020 On Order
3041530 |12/2/2020 BEAVER VISITEC INTERMATIONAL INC WVUH SERVICE CENTER PM Interface 12042020 On Order
041527 |12/2/2020 BOSTOMN SCIENTIFIC CORPORATION WVUH SERVICE CENTER PMM Interface 12032020 On Order
8041529 |12/2/2020 MEDTROMNIC USA INC VUH SERVICE CENTER PN Interface 121472020 On Order
50415258 |12/2/2020 MORTAN LENS INCORPORATED WVUH SERVICE CENTER PM Interface 12042020 On Order
5041485 |12/2/2020 MEDLINE INDUSTRIES NG WVUH SERVICE CENTER PMM Interface 12032020 Partial -

3. Click the coordinating PO Number

PO No | PO Dale w Vendor Ship To PO Composer Delivery Date | Status

8042435 |12/3/2020 MEDLINE INDUSTRIES INC VUH SERVICE CENTER PMM Interface 12/4/2020 On Order

4. To receive all items click Receive in Full. To receive certain lines click Receive, find the item and enter the quantity you

want to receive. To unreceive an item enter a negative symbol (“-“) in front of the number.

VANDERBILT §7 UNIVERSITY
MEDICAL CENTER

Supply Chain Solutions eProcurement

Sign Out Home >> Receive by PO >> Receiving b R N

[ BOHo | EODate v | Vendor | StigTo | Delivery Date | Status |
[80s2435 1232020 [MEDLINE INDUSTRIES INC |VUH SERVICE CENTER PIMM Interface 12:42020 [On Order |
PO No: 8042435 Receive / Receive in Full Packing Slip Save  Menu

Line a Hem Description Requisition No POOYy Rec'd To Date LastRecd \Vendor Clig GTIN oy um Deliver To Kl  Detais
1 75314 AIRWY MSK UNOUE STD SZ 4 7934350 1.00 000 NoDate AMB324400000 000 ¥ VUH SERVICE CENTER D
2 3065  DETECTORCO2EZCAPI 7934350 1.00 2.00 No Date NPBEASYCAP 0.00 EA v | VUHSERVICE CENTER o
3 9364 BERMAN AIRWAY OPEN CHNL 100MM DISP 7934350 1.00 0200 No Date DYNJBERM100 v VUH SERVICE CENTER D
4 2367 TYLET SMTH SATIN-SLIP 14FR 7934350 1.00 000 No Date DYNJSTY14F v VUH SERVICE CENTER o
5 845 TIP SUC YANK W/O CTRL VNT 7934350 1.00 000 No Date ORg7 0.00 v VUH SERVICE CENTER D

5. Click SAVE and then confirm your save by clicking Yes on the next populated screen.



This option will show requisitions with a specified deliver to location.

1. Click Receive By Location in HSS

Option 2 — Receive by Location

2. Enter your Deliver name to and click Search

Supply Chain Solutions eProcurement
Sign Qut Home == Receive by Location

Default Deliver To: | TVC3 NOT A SHIP TO

For the selected facility. enter a defivery location name and then click Search

Facllity Code: DEFAULT ~
Begins with value: [VUH SERVICE CENTER
Maximum Search Results 0 v

Search ) Clear )

3. Click your delivery location

Supply Chain Solutions eProcurement
‘Sign Out Home == Receive by Location

Default Deliver T TWC3 NOT A SHIP TO

For the selected facility. enter a delivery location name and then click Search.

Facility Gode: DEFAULT ~
Begins with valus: [VUH SERVICE GENTER
Maximum Search Resulis
Search ) Clear )
Location Name & |

VUH SERVICE CENTER

|VUH SERVICE CENTER VENDOR DIRECT

4. select the PO you’d like to receive

Supply Chain Solutions eProcurement

Sign Out Home => Recsive by Location == Receiving Login: bunkemj (Matt Bunke)
PODalew | Vendor ShipTo | PO Composer Delivery Date Stalus
12/3/2020 MEDLINE INDUSTRIES INC [VUH SERVICE CENTER P Inferface 12412020 On Order
12/3/2020 HANGER CLINIC [VUH SERVICE CENTER e 12/5/2020 Complste.
12/3/2020 MMEDLINE INDUSTRIES INC [VUH SERVICE CENTER P Interface 12412020 Pariial
12/3/2020 |EJLD'.".' ORTHOTIC AND PROSTHETIC SOLUTIONS [VUH SERVICE CENTER | F 12/5/2020 Complste.
12/3/2020 THANGER CLINIC [VUH SERVICE CENTER | 12/5/2020 Comolste.

5. The PO details will populate below. Click Receive and enter the quantity next to each item. To receive in Full, click
Receive in Full. To unreceive an item enter a negative symbol (“-“) in front of the number.
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Sign Out _Home >> Receive by PO >> Receiving

ool RS W

> I ke I I | Status
12/32020 [MEDUINE INDUSTRIES INC |VUH SERVICE CENTER |PMIM Interface. [12/42020 [On Order
PO No: 8042435 Receive / Receive in Full 2 Packing Siip: Save  Menu
Unea  fem Description RequistionNo ~ POOl  RecdToDate LastRecd Vendor Ctig et} oy um Deliver To Kl Detais
1 75314 7934350 1.00 0.00 NoDate AMB324400000 000 v VUM SERVICE CENTER D
2 3065 7934350 1.00 000 NoDate NPBEASYCAP v VUH SERVICE CENTER o
3 9364 7934350 100 NoDate DYNJBERM100 ¥ VUM SERVICE CENTER D
4 2367  STYLET SMTH SATIN-SUP 14FR 7934350 1.00 000 NoDate DYNISTY14F v VUH SERVICE CENTER o
5 845 7934350 1.00 000 NoDate ORg7 v VUH SERVICE CENTER D

6. Click Save then confirm by clicking Yes on the next populated screen.




Option 3 — Receive By Cost Center
This option will search for POs based on the Cost Center Name or Code.
1. Click Receive by Cost Center in HSS

2. Enter your Cost Center Code or Cost Center Name to search and click Search

Supply Chain Solutions eProcurement
Sign Out Home >> Receive by Cost Center

Default Cost Center:  2014020000DISTRIEUTION

Far the selected comporafion, enter a cost center name and then click Search

Corporation [0123 vumc v
Where Field:

Begins with value:

Maximum Search Results: 50 e

Display Open ems only

Search ) Clear )

3. Click the coordinating Cost Center Name

Supply Chain Solutions eProcurement
Sign Out Home > Receive by Cost Center

Default Cost Cenfer:  2014020000DISTRIBUTION

For the selected corporafion, enter a cost center name and then click Search

Corporation [0123 vunMc ~
Where Field Cosl Center Name _ ~

Begins with value:

Maximum Search Results 50w

Display Cpen llems only

Search ) Clear )
Cost Center Code a Cost Cenler Name
9999999037 [VUH SERVICE CENTER

4., The Select the PO from the list to receive

Supply Chain Solutions eProcurement

Sign Out Home => Receive by Cost Cenler >> Receiving Login: bunkemj (Matt Bunke)
PO Date w | Vendor ShipTo PO Composer Delivery Date Status
12/3/2020 IMEDLW‘E INDUSTRIES INC VUH SERVICE CENTER IPMM Inferface 12/4/2020 On Order
12/3/2020 M| NE INDUSTRIES INC VUH SERVICE CENTER PMM Interface 124472020 Partial
12/3/2020 UIR INC VUH SERVICE CENTER PMM Interface 12/5/2020 On Order
12/2/2020 EDICALLC VUH SERVICE CENTER IPMM Inferface 12/4/2020 On Order
121212020 |EEAVER VISITEC INTERNATIOMAL INC |VUH SERVICE CENTER [Pramt interface 12/4/2020 On Order

5. Choose Receive to enter quantity received line by line. Or Receive in Full. To unreceive an item enter a negative

symbol (“-“) in front of the number.
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Sign Out _Home >> Receive by PO >> Receiving ool RIS M K
PO No [ BODatew | Yendor | ShipTo PO Composer | Delivery Date |
[8022435 [12322020 |MEDLINE INDUSTRIES INC |VUH SERVICE CENTER [PMM Interface (12142020 |On Order
PO No: 8042435 Receive / Receive in Full Packing Slip: Save  Menu
Unea  Mem Deseription RequistionNo ~ POOly  RecdToDate LastRecd Vendor Clig et} oy um Deliver To Kl Detais
1 75314 NY MSK UN 7934350 1.00 0.00 No Date AMB324400000 0.00 v VUH SERVICE CENTER D
2 3065 DETECTOR CO2 EZ CAPII 7934350 1.00 000 No Date NPBEASYCAP ~  VUH SERVICE CENTER 9
3 9364 BERMAN AIRWAY OPEN CHNL 100MM DISP 7934350 1.00 0200 No Date DYNJBERM100 v VUH SERVICE CENTER D
Kl 2387 STYLET SMTH SATIN-SLIP 14FR 7934350 1.00 [} No Date DYNJSTY14F v VUH SERVICE CENTER 9]
5 845 A CTRL VNT 7934350 1.00 000 No Date ORg7 v VUH SERVICE CENTER D

6. Click save and confirm by clicking Yes on the next populated screen.



Option 4 — Receive by PO
This option will search for POs based on the Cost Center Name or Code.
1. Click Receive by PO in HSS
2. To receive the entire PO, enter the PO number and click Receive PO.
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Sign Out _Home >> Receive By PO

Enter PO number and click Receive PO to find Purchase Order,
To search for a Purchase Order, select the Basic or Advanced Search Options.

PO Number: 8042435

Receive PO ) Basic ) Advanced )

3. To search PO # click Basic and enter the PO # and delete the date in the Created After field.

Supply Chain Solutions eProcurement

Sign Out Home == Receive By PO
Where Field [ P.O Number v
Begins with value: 8042435
Maximum Search Resulis:
Search ) Advanced ) Quick Entry ) Clear )

4, Click Search.

5. To receive certain lines, click Receive. To receive all items on requisition, click Receive in Full. To unreceive an item

enter a negative symbol (“-“) in front of the number.
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Sign Out Home >» Receive by PO >> Receiving & AN TN
[ PO No [ EODatew | Yendor | ShipTo PO Composer | Delivery Date |
|eos2435 [123,2020 |MEDLINE INDUSTRIES INC |VUH SERVICE CENTER [PMM Interface (12142020 |On Order
PO No: 8042435 Receive / Receive in Full Packing Slip: Save = Menu
Lnea  Mem Description Requisition No POCYy Rec'd To Date LastRecd Vendor Clig GTIN oty um Deliver To Kl Detais
1 75314 AIRWY MSK UNQUE STD SZ 4 7934350 1.00 200 No Date AMB324400000 0.00 VUH SERVICE CENTER D
2 3065  DETECTORCO2EZCAPI 7934350 1.00 000 No Date NPBEASYCAP EA v VUH SERVICE CENTER o
3 9364 BERMAN AIRWAY OPEN CHNL_100MM DISP 7934350 1.00 0.00 No Date DYNJBERM100 0.00 v VUH SERVICE CENTER D
4 2367 STYLET SMTH SATIN-SUIP 14FR 7934350 1.00 000 No Date DYNJSTY14F 0.00 EA v | VUHSERVICE CENTER o
5 845 TIP SUC YANK W/Q CTRL VNT 7934350 1.00 0.00 No Date ORg7 0.00 v VUH SERVICE CENTER D

6. Click Save when complete and confirm by clicking yes on the next populated screen.



