
USER GUIDE 
CERTIFICATION OF DELIVERY 
 

o Sign into the FAMIS Portal 
 

o Click “Certification of Delivery” in Purchasing/Payments Section. 

 

 

 

 
 

 
This screen will allow the user to have the option to search for 
documents from the following criteria:  
Cluster, District, Location, and Receiving Indicator. 
 
Users will only be able to search different Clusters if they are central 
administrators (otherwise they will only have one Cluster defaulted). 
 
Users will only be able to search for different districts if they are CFN 
or Central administrators. 
 
If users have access to one location, the location text box will 
default to that location. If users have access to more than one 
location (but those locations are specified), the location search will turn 
into a drop down menu. If users have access to any location, they will 
be able to type in the name of a location in the textbox. 
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Receiving Indicator 
 
Besides the site, the only required field to enter when searching 
for documents is the receiving indicator field. The user will have 
three options: 
 
Not Received-Indicates that the items from the document have not 
been certified. 
 Partially Received-Indicates that the document had previously 
been certified, but that only part of the order had been received 
and certified before. 
 Received in Full-Indicates that all of the items from the order have 
been received and have already been certified. 
 
Once a user has entered all of the necessary search criteria, they 
will need to Click Search. 
 
This will pull up all of the documents that fit under the given 
criteria. 
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This screen opens after 
SEARCH is pressed. 

Click on a document. If it was 
posted through the PORTAL, all of 
the items associated will appear. 
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This screen shows a partially received order. You may choose this if 
only part of the order was received. Once this option is chosen, the 
user will have to enter the number of items received on their most 
recent shipment. 
 
Please Note: Do not state how many items were received for all 
shipments.   
 
Each time an order is partially certified, the system will keep track of 
the quantity of each item received. 
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This screen shows an order that has been received in full. The user will 
choose “Received in Full.” Once the user has chosen this option, the 
application will automatically include in the received box the remaining 
quantity of items that were still outstanding. 
 

Whether the user is fully certifying or partially 
certifying an order, they will need to enter the 
received date, and the name of the person who has 
examined the shipment. They will also have the 
option to enter any other comments. 
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If a document has not been posted through PORTAL, the list of 
items will not appear when clicking on the document to certify.  
 
However, you will still be able to enter whether the items from 
the document were partially or fully received. The user will 
also need to enter the value (dollar amount) of the items 
received. 


