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A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Learn how to create and complete a receipt.

Two ways to Create a Receipt

Receipt Tab

Quick Reference Guide
Create and Complete a Receipt

1. Navigate to Orders > Search > Purchase Orders.

2. Search and select the purchase order you would like to create a receipt for.
3. Select the Receipts tab at the top of the purchase order page.
4. Select the + symbol in the Records found box to create a receipt.

Purchase Order

Status Summary Revisions 1

Records found: 0

There are no receipts for this PO.

Create Receipt Button

* Academic Search, Inc * 2300001193 Revision 0
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Receipts

Confirmations Shipments Change Requests
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1. Navigate to Orders > Search > Purchase Orders.
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Search and select the purchase order you would like to create a receipt for.
Select the three ellipses at the top of the purchase order page for Purchase Order Actions.
Select Create Receipt from the drop-down menu.
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Comments 2

Summary

Details

Add Comment
Create Change Request
Add Notes to History

Create Receipt
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A COLLABORATIVE PROCURE TO PAY MARKETPLACE Create and Complete a Receipt
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5. The Create Receipt window pops up for the selected Purchase Order.
By default, all lines from the PO are selected. To remove a line from the receipt, uncheck it.
6. Select Create Quantity Receipt.

240002171T: Create Receipt X

Net Qty Net Cost ltem Catalog No Size/Packaging Unit Price Quantity Ext. Price V4
Received Received

24580501 EA 24 EA 16.12 v

4972; P 494 2 PK \/

125328 074 6.27 202 12.54 v

- N 860852 PK 7.08 2P 4.16 v/

o Create Quantity Receipt Cancel

Complete a Receipt

1. On the Quantity Receipt document, enter optional additional information such as Packing Slip No., Tracking
No., and Additional Notes.

2. Comments and Attachments can also be added to the receipt.

3. Enter quantity received, and select the status as Received.
Verify all information in accurate, then select Complete.
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Quantity Receipt * 663595 | SeveUndates -
Summary Comments Attachments |eton 6
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PO - 240002426T -]
Line Item Catalog No. Qty/UOM Ordered Quantity Status

Dell 15" laptop....... 565689 10/EA o . Received o @ = u[]

~ ITEM DETAILS
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5. Agreen pop-up display shows when a receipt was sucessfully created.

@ Receipt Created

Summary Next Steps

Receipt No 581821 = Create Qty Receipt

Created for the PO 2300001212 =
No(s)
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