Creating a Receipt

1. Open the purchase order in OK Corral.
a) On the right hand side of the screen click on the stack of papers (Documents) and pick Search Documents.
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b) Enter the PO number and click Go.
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c) Click on the PO number to open the PO.

GORRAL

Matthew Wessel v % [w5® &3 W162.50 USD

Search (Alt+Q)

1 |Al'.hu\i4

i) Documents

Oklahoma State University and the ABM Systems

Document Search Search Documents w Document Search

! shop
< Back to Edit Search Start New Search

.JJ Documents

Showing 1 - 1 of 1 Results

! | Results per Page

All Dates

Create Cost Receipt m
[+] Page 1 of 1 [2] 2

. . )
z “ontra Search Details ? Sort by:
PO No Supplier Creation Date/Time Requisition No. Requisiti Supplier Status Settlement Status PO Total (|
e search Terms  PO169185 /11/2018 11:27 AM 2491907 Matthew Wessel Sent /. Receipt-Required 12160usp O
Payable Keyword No Matches
= P0169185
Suppliers
_ Filtered by
i Sourcing
= Type: Purchase Grders

2. From the available actions drop down menu in the upper right corner of the screen pick create receipt and click go.
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a) There is a 'create quantity receipt' or create cost receipt' either one is fine.
i) A quantity receipt is used more for goods while a cost receipt is used more for services.
ii) Once a receipt has been created on a PO that same receipting method (cost or quantity) should be used for future receipt on that PO.



3. Make the receipt for each line of the PO that has been received and remove any lines that have not been received.

a) OK Corral will automatically fill in each line for the full amount on the PO. If everything has been received you won't have to change anything, if

not you will have to make the necessary adjustments.
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4. Once you have entered the amounts and removed any lines that you don't want to receipt, in the upper right corner or lower right corner click 'save
updates' and then click 'complete'. This will finish the receipt and give you a link back to the PO.
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