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IDENTIFIED PO NUMBER? 
FOLLOW PRESCRIBED RESEARCH METHODS FOR DETERMINING PO NUMBER (I.E TRANSACTION #, ORDER SUMMARY REVIEW, CONTACT ADDRESSEE)
YES
YES
NO
NO
YES
NO
IS PACKAGE A NON-PURCHASING CREDIT CARD TRANSACTION? 
IS THE PACKAGE FROM A VENDOR BYPASS LIST? 
DOES PACKAGE SHIPPING LABEL REFER TO A PO NUMBER? 
NO
YES
SEVEN DAYS AFTER AIRTABLE LOG-IN, COMPLETE THE BANNER RECEIPT IN PREPARATION OF A/P PAYMENT
MARK AIRTABLE FIELD AS “CC” AND COMLETE THE REMAINING AIRTABLE FIELDS.
ACCEPT ALL INCOMING PACKAGES, PARCELS FROM COMMON CARRIERS AND DRIVE-IN VENDORS
ENTER THE PO NUMBER IN THE AIRTABLE FIELD “PO” AND COMPLETE THE REMAINING FIELDS.

END OF PROCESS
ENTER THE PO NUMBER IN THE AIRTABLE FIELD “PO” AS “NONE” AND COMPLETE REMAINING AIRTABLE FIELDS
THE NEXT DAY: TRANSFER AIRTABLE RECEIVING INFORMATION TO PURCHASING J:DRIVE & ELIXIR PO RECORD AS ATTACHMENT
PRIOR TO RELEASE TO ADDRESSEE, SECURE PHOTO OF EMPLOYEE TAG AND SHIPPING LABEL.  UPLOAD INTO AIRTABLE.
DELIVER PACKAGE TO CAMPUS ADDRESSEE AS NOTED IN AIRTABLE.
ENTER THE PO NUMBER IN AIRTABLE “PO” FIELD AND COMPLETE REMAINING AIRTABLE FIELDS.
DO NOT OPEN PACKAGE. MARK AIRTABLE “PO” FIELD AS “NONE” AND COMPLETE REMAINING AIRTABLE FIELDS.

AFTER ACCEPTING PACKAGES, OPEN AIRTABLE AND PREPARE TO LOG-IN PACKAGES
OPEN PACKAGE AND RETRIEVE PACKING SLIP.  ADD PHOTOGRAPH OF SLIP TO AIRTABLE.
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A FTER ACCEPTING  PACKAGES ,   OPEN  AIRTABLE   AND PREPARE  TO LOG - IN P ACKAGES  

E NTER THE PO NUMBER I N  AIRTABLE  “ PO ”   FIELD AND  COMPLETE REMAINING  AIRTABLE FIELDS .  

FOLLOW PRESCRIBED  RESEARCH METHODS FOR   DETERMINING PO NUMBE R  ( I . E TRANSACTION  #,   ORDER  SUMMARY REVIEW ,   C ONTACT  A DDRESSEE )  

DO NOT OPEN PACKAGE .   MARK AIRTABLE  “PO”   FIELD  AS  “ NONE ”   AND COMPLETE  REMAINING AIRTABLE  FIELDS .  

PRIOR TO RELEASE TO  ADDRESSEE ,   SECURE PHOTO  OF EMPLOYEE TAG AND  SHIPPING LABEL .    UPLOAD  INTO AIRTABLE .  

DELIVER PACKAGE TO  CAMPUS ADDRESSEE AS  NOTED IN AIRTABLE .  

ENTER THE PO NUMBER  IN  THE AIRTABLE   FIELD  “PO”   AND COMPLETE THE  REMAINING FIELDS .  

T HE  NEXT DAY :   TRANSFER  AIRTABLE   RECEIVING  INFORMATION TO  PURCHASING  J: DRIVE  &   E LIXIR  PO   R ECORD AS ATTACHMENT  

M ARK AIRTABLE FIELD A S  “CC”   AND COMLETE THE  REMAINING AIRTABLE  FIELDS .  

ENTER THE PO NUMBER  IN  THE AIRTABLE FIELD  “PO”   AS  “ NONE ”   AND COMPLETE  REMAINING AIRTABLE  FIELDS  

OPEN PACKAGE AND  RETRIEVE PACKING SLI P .    ADD PHOTOGRAPH OF SL IP  TO AIRTABLE .  

 

 

   

A CCEPT ALL INCOMING  PACKAGES ,   PARCELS FROM  COMMON CARRIERS AND  DRIVE - IN VENDORS  

SEVEN DAYS AFTER  AIRTABLE LOG - IN ,   COMPLETE THE BANNER  RECEIPT IN PREPARATI ON  OF  A/P   PA YMENT  

END OF PROCESS  
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D OES PACKAGE  SHIPPING LABEL REFER   TO A  PO   NUMBER ?    

I S PACKAGE A NON - PURCHASING CREDIT  CARD TRANSACTION ?    

I S THE  P ACKAGE FROM  A  V ENDOR BYPASS  LIST ?    

I DENTIFIED  PO   NUMBER ?    

