
myFinance Goods/Services Receipting Flowchart

Goods/Services 
Delivered 

*Ref 5.1 &  5.2

Tax Invoice 
received

Received by 
FS Hub *Ref 5.3

Received by 
School/Directorate 

*Ref 5.4

Copy of invoice email 

notificat ion sent via 

Kofax to Requester to 

confirm goods/services 

received (full or part ial)

Requester email copy of 

invoice to FS Hub 

advising if  Okay to Pay 

(full or part ial payment)

Liaise with vendor to 

discuss return, freight 

costs and raising of 

credit  note *Ref 6.0

Negotiate with vendor 

who pays freight costs 

for return *Ref 6.1

Is vendor prepared 
to accept returns?

Complete return slip (if 

applicable) & arrange 

Courier to pick up 

direct ly from area

Confirm goods 
received have 

been duplicated 
*Ref 6.0

Log inciden t in Service 

Now to get Purchase Order 

changed or create new 

Purchase Order 

*Ref 6.3 &  6.4

Request Credit Note 

from vendor 
*Ref 6.2

Confirm goods have 

been partially 

received *Ref 7.0

Request amended Tax 

Invoice from vendor or 

wait unt il goods are fully 

received *Ref 7.1

Approve Tax Invoice 
*Ref 7.2

Liaise with  vendor to 

replace and return 

goods

Request Tax Invoice 
*Ref 8.1

Confirm goods are 

damaged or incorrect
*Ref 8.0

Request Credit Note 

from vendor 
*Ref 8.4

Have damaged/

incorrect goods 

been replaced?

Approve Tax Invoice 
*Ref 8.2

NO

Goods receipt in 

myFinance 
*Ref 6.6 

Forward Credit Note 

to FS Hub

Goods receipt in 

myFinance 
*Ref 7.3

Goods receipt in 

myFinance 
*Ref 8.3

NO

Forward Credit Note 

to FS Hub 

FS Hub

School/Directorate

Tax Invoice 
processed & paid

*Ref 5.6

Returned Items Partial Receipts Damaged or Incorrect Goods 

Goods/Services 
receipt created in 
myFinance *Ref 5.5

Vendor

YES

YES

Note

1. *Refer to Purchasing and Accounts Payable Process Steps

Does the 

invoice reflect 

the quantity 

received?

NO

YES

Approve Tax Invoice 
*Ref 6.5

Version 4 dated 05/02/2020


	Goods_Services  Receipt Flowchart Version 4 Dated 05 02 20.vsd
	Goods Receipt Latest


