
RECEIVING PROCEDURES with PACKING SLIP 
 Date and mark packing slip as received (Received stamp or just write Rec’d & Date) 
 Scan and save packing slip (save into a central receiving folder you create on your computer) 
 Write on the pkg slip which letter your pkg slip was saved under so you know which one to attach 

 
 
 If a partial shipment be sure to save as PO # A (ex: 8001500400 A), next one you would save as PO # B 

 
 
 Skyward – PU-Purchasing/PR-Purchase Order Receiving/RC-Receiving 



 
 
 
 
 
 Add (on right hand side) 

 



 Enter PO number (Enter) 

 
 
 If entire order has been received or completed, you can hit Receive All on right 
 If only part of order you must go to each Quantity Received and put in # of items received 
 You will need to add the packing slip – click Attach on the right 

 
 
 Add File 
 
 

 
 
 
 Type - choose Attachments 
 Description - (type in ALL CAPS) PKG SLIP A (remember if partial order you will be entering PKG SLIP A, PKG SLIP B, etc.) 
 Browse  
 Go to the file you saved on your computer and attach the PKG SLIP  
 Open 
 Save 



 
 
 Back 

 
 
 Save 

 
 Keep the hard copy of the paper packing slip in your building and save the file in your computer (don’t delete it as it will 
lose the connection in Skyward attached documents) 
 
 
 
*** You are now done.   Your purchase order has been received.  You no longer need to complete a paper VOS.   


