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ACKNOWLEDGING PROCESS 

 
Before a payment can be made for goods or services there must be an 
acknowledgement (approval) that the goods have been received or the service 
performed. 
 
And before any acknowledgements can be accepted an “Authorized Signature Form” 
(sample in handout) must be on file in the Accounts Payable Department. 
 
An acknowledgement of goods and services received is obtained by: 
 

• Departmental approval by authorized signers on original invoice sent you by 
an Accounts Payable Technician.  This pertains to items where receiving 
required has not been set up on the purchase order, take for example blanket 
purchase orders.  Typically these goods are picked up by the department.  
Below is an example of an acknowledging  request from A/P: 

 

 

Please sign for 
receipt of goods or 
services here! 

 
• A receiver is recorded in PeopleSoft by the shipping and receiving department 

when goods are delivered directly to the warehouse. 
Accounts payable will verify that receipt online prior to entering the invoice 
for payment into PeopleSoft.   
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• When items related to a purchase order are sent directly to the department and 
the purchase order has been set up as Receiving Required, Accounts Payable 
is unable to make payment until an online receiver is recorded in PeopleSoft 
by shipping and receiving.  See the departmental navigation below to verify if 
a purchase order has been set up with Receiving Required: 

 
Navigation: Log into My Fresno State, Reports Portfolio, Financials, Purchase Order 
Detail, Key in Purchase Order #, Click on “Form” tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Accounts Payable is not authorized to contact shipping and receiving on your behalf.  
Only a department receiving the goods can provide proof that the goods were received.  
Below is an example of a request that you will receive from an Accounts Payable 
Technician requesting that you contact shipping and receiving for an online receiver in 
PeopleSoft: 

When this is 
checked A/P can 
not pay invoice 
until an online 
receiver is in 
PeopleSoft. 
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Once an invoice is approved, it should be immediately forwarded to Accounts Payable at 
mail stop JA58. 
 

 
 
 


