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CREATE RECEIPTS

Once a Purchase Order has been fulfilled by the supplier (for goods or services), the Requester will need
to create a receipt.

1. Enter Create Receipt in the search bar and click Create Receipt Task.

= 0 (Q create receipt @) J:P é

= Create Receipt
[

[1  Saved Categories v
Tasks and Report

—, Create Receipt Adjustment
Create Change Orde Task
Task

2. On the Create Receipt screen you can type the Purchase Order number in the Search field or use
the three dashes to search by supplier or goods for the Purchase Order.

Create Receipt
Create Receipt

© Purchase Order Search

O Purchase Order ‘

Ad-Wear & Specialty of Texas,
Inc.

(O Supplier Contract :
() Atternate Supplier ¢ @ ro0s245

(O Supplier Contract | €

() Altemate Supplier Contract ‘ : T

PO-105171
PO-104961
Fully Receive | |
P0-104872
P0-104525

P0-104345

P0O-104049

3. If the entire order has been received, check the Fully Receive box, if not leave unchecked
until the entire order is received. Click on the OK button at the bottom.

NOTE: Do NOT check the Fully Receive box for Services lines (open purchase orders).

4. Line Information screen is a brief summary of the purchase.
a. Enter the Quantity to Receive if this was a good purchase.
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b. Enter Amount to Receive if this was an Open Purchase Order/Service purchase.

Create Receipt RCF100871 for PO-100480 @D

3

Purchase Order Supplier Status Total Amount Currency
PO-100480 Alibris Inc Draft 50.00 usDp
Information Atnzchments Lines
1iem
Line Information o)
I Q search e 2
Item Description  Open Purchase Order for Alibris: Scholarly Books/Media
. y Autherized Signatures: Vidya Krishnaswamy & Nora Levesque
Service Lines Term: 09/01/2021 - 08/31/2022
‘Open Purchase Order for Alibris: Sc... 10/3000 PO Line PO-100480 - Line 1
usn
Amount to Receive 0.00
Fully Receive D
Amount Ordered 3,000.00
Ordered Amount Invoiced 0.00
Total Amount Already Received  10.00
Start Date 09/01/2021
End Date 08/31/2022
Save for Later Cancel

Create Receipt RCT-100012 for PO-100046 &B

Purchase Order  Supplier
PO-100046 Dell Marketing LP Draft $0.00

Status Total Amount Currency
UsD

Information Attachments Lines
= = E
1 item
Line Information fir
[Q searen Item Description  Logitech Corded Mouse - Wired, Black
Goods Lines PO Line PO-100046 - Line 1
Logitech Corded Mouse - Wired, Bla. 01
8100 Each Quantity to Receive 0
Unit of Measure Each
Fully Receive [}
Quantity Ordered 1
Ordered Quantity Invoiced 0

Total Quantity Already Received 0

Supplier Item Identifier B100
I

Save for Later Cancel

5. Click on the Attachments tab if there is a need to upload a packing slip.
6. Click on the Submit button at the bottom left.
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7. You will get a message “You have submitted” with a View Details link.

COLLEGE | @ You have submitted r ]l !
5 .= View Details T e
— i

8. If you Click on the View Details link. Your receipt number will be displayed at the top left and
there will be a message “Process Successfully Completed.”

You have submitted

RCT-100012 for PO-100046 &8

Do Another

Create Receipt
Process Successfully Completed

> Details and Process

9. You can Click on the right pointing caret beside Details and Process to see more
information.

10.1f you selected Save For Later or your receipt is in draft, you can use the My Receipts report
to locate a Draft receipt for completion. Check the draft box and click ok.

Company

Receipt

Receipt Yatus Search

Adjustment In Progress
Receipt Date N or After

Approved
Receipt Date On or§efore Canceled
Denied

Supplier
Draft

Purchase Order In Progress

Advanced Ship Notice

Supplier Contract

Tracking Number ‘

Cancel
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