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Step 1:  Access Receiving Information (POUPRC) Screen. 
**NOTE: There are three options for accessing the Receiving Information Screen. 

 

Option 1 - Secretary Dashboard 

 
 

 

 
 
 

 

 

 

 

 

 

   

Select:   

Select:  
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Receiving Information (POUPRC) Screen will populate. (To skip examples of Option 2, 3 and 4 proceed to page 7.) 

 

 

 

Option 2 – Personal Dashboard. 
*Note: This is only available if you added the shortcut to YOUR personal dashboard. For instructions on how to 

create your personal dashboard; please see “Customize Personal Dashboard” manual. 
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Option 3 – Search Icon. 

 

 
 

 

 
 

 

 

 

 

Option 4 – Menu List. 

 

 
 

 

  
Click:   

 

Input: Mask (POUPRC)   

Select:  
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Menu options depend 

on user access. 

 

 

 

 

 Click: 

 

Click: 

 

Click: 
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Step 2:  Input PO#. 

 

PO Information will populate.        

 

**Note: There are two methods to receive PO’s; if partial order was delivered then use the 1st option to receive items. 

Input: PO number.   

Hit: Enter Key 
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Option 1 – Partial Receive 

 

 

 

 

 

 

Search through list 

for item delivered. 

Click:  
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Receiving Information Screen for the item being received. 

 

 

 

 

 

 

 

 

 

 

 

Input: Quantity 

Click:  

Click: 

 

Note: The following 

message bar will appear. 
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Option 2 – Receive Full Order 

**Note: This method is NOT for Fixed Asset items or partial orders; you will need to use option 1. 

 

 

 

 

 

 

 

**Note: Accounts Payable is now able to submit payment. Partial payments are made for partial orders received; 

repeat process once additional items are delivered. 

Click:  

Click:  

Note: The following 

message bar will appear. 


