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Business Process Navigation 

1. Enter a receipt (Ship-To). 
 

 

1. Main Menu > eProcurement > Manage 
Requisitions 

   

Use the following navigation to enter a receipt (Ship-To). 

1. From the Main Menu page, select eProcurement > Manage Requisitions. 

 

2. Click on the Manage Receipts link at the bottom of the page. 

 

3. Click Add New Receipt link at the bottom of the page. 
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4. The Receive Items page displays all the requisitions eligible for receiving.  Select the Purchase Order Details tab to view the 
PO number. 

5. Select the checkbox(s) for the requisition you want to receive and click Receive Selected. 

 

6. The Received Quantity automatically defaults to the remaining PO quantity to be received.  You will need to reduce the 
quantity if you receive a partial shipment. 

7. Optional Step:  Click the Serial # box first, and then Pending link when you are receiving an Asset.  The link only appears for 
PO lines that are flagged as an Asset. (If the pending link is clicked first, it will shade the serial # so it can’t be added.) 
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8. Enter the Serial # and the Tag Number for each asset. 

9. NOTE:  If are receiving multiple assets (quantity greater than 1) you will need to enter a Serial # and Tag Number for each 

asset.  Update the quantity to 1 and click the Add a New Row icon  for the number of assets being received. 

10. Click OK to return to the Maintain Receipts page. 

11. Optional Step:  If you need to reject part of the shipment click the Reject Shipment link.  Enter the Reject Qty and tab out of 

the field.  Select the  magnifying glass to search a Reject Reason.  Select a Reject Action from the dropdown list and 
enter the RMA Number for the receipt. 

 

12. Click OK to return to the Receive items page.  
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13. Click Save Receipt when you have entered all the receipt information. 

 

 


