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Step-by-Step Guide 
Creating Quantity Receipts 

In This Guide 
 
 Navigating to receipt history 
 

 Alternate navigation to search for PO numbers 

 Creating receipts  

 
This guide demonstrates how to create quantity receipts for purchase orders.  
 

Procedure 

1. To create a receipt, navigate to receipt history by selecting settlement  draft receipts 
from the navigation bar.   

2. Click the Create Qty Receipt button.  

 

 

 

3. On the by PO No. tab, enter the 7 digit Purchase Order No. and click the Search button.  

If you don’t know the purchase order number, follow the alternate navigation in the next 
step. Otherwise proceed to step 4. 
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Alternate Navigation: If you do not know the PO number, you can search on the document 

search  my purchase order page.   

a. When you locate the PO number, either open the PO or click the select box associated 
with the PO number.  

b. Select Create QTY Receipt from the dropdown and click the Go button. 

 

 

4. On the draft receipts page enter the Header Information: 

a. Enter a unique Receipt Name (if needed). 

b. Enter the Packing Slip No. and attach a scan of the packing slip for records purposes (if 
needed). 
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5. Navigate to the Line Details section. 

6. Confirm or update the Quantity.   

 The Quantity field displays the PO remaining quantity.  To receive more or less of an 
item than indicated on the PO, update the Quantity field. 

7. Click the Complete button.  

 The Save Updates button will create a draft receipt. 

 

 

8. The Receipt No. displays.   

 If you need a printed copy of your receipt for your records, click the printer icon.  

 

 

 

 

 

 

 

 

You have successfully created a quantity receipt. 

 

Note:  In some cases, a vendor might send multiple shipments to fulfill one PO.  For example, an 
item could be on backorder, or a large order might be shipped in multiple boxes which could be 

separated during shipping.   Because of this, it is possible to perform receiving more than once 
on a given PO.  


