
PO RECEIVING 
    New PO Receiving screens and functionality. 

PO Receiving Starts at Requisition Entry 

When entering a requisition, the user must decide how the times ordered are received.  The default method to ‘Receive 
by’ is Quantity.  If you must receive by amount, the ‘Receive by’ method must be changed.  Make sure this method is 
correct.  Receiving should NOT be done in fractions of a quantity of one (1). 

 

Po Receiving Screens 

• Prepopulates POs 
• Adding filters to view PO receiving data 
• Combined quick receipt with regular PO receiving 

 
Purchase Orders are returned to the initial screen in Year/PO order with the most recent year listed first.  All POs that 
users are authorized to view are returned.  It is recommended to sort or add a startup search. 

 

Sorting the returned POs 



The header of each row can act to change the sort order.  For example, clicking the PO number will change the sort 
order.  The arrows will indicate the order (ascending or descending). 

 

Use the arrow to change the sort order. 

Setting a Startup Search 

To narrow down the number of POs returned, searches can be preset to filter PO information. 

To set a filter, select the ‘Advanced Search’ option on the top left corner of the screen. 

 

Clicking advanced search will show a search window to select information to narrow the scope of the POs returned. 



 

  



You may want to include specific PO status in the search.  This will eliminate receiving POs that are cancelled, closed or 
other statuses that no longer require any items to be received. 

 

To search for only POs that would require receiving records, select ‘printed’ and ‘carryforward’ statuses.   
After selecting the statuses, a check next to the status should appear. 
 

Saving the Search 

Click Save to save the search 
A ‘Name’ box will appear for you to name the search you created. 
 

 

  



You may want to include some of the search information in the name to remind you of the type of search created. 

 

Click OK to save the search with the name entered.  Click ‘Save’. 
 
Once the initial search is saved, click the ‘Startup search’ box to have this search executed every time you access PO 
receiving.  This can be found at the top portion of the search window. 

 

Click Save to save the startup search setting. 

You can click search to run the search just created. 
This will return the POs that meet the search criteria entered. 
 
PO Receiving will run will run this search first every time you access PO Receiving.   
 

Searching by Specific PO Number 
The main search bar can be used to search by specific PO. 
 

 
 
Enter the PO number in the ‘Search by purchase order number’ and click the search icon on the right.  This will return all 
POs with the number entered.   
 
Be careful!  There can be the same PO number for multiple years so select the correct number and year. 

 
The most recent year will show first.  The PO can be selected and received.   
Another PO can be entered from this screen or the startup search can be executed. 



Receiving PO Items 

To receive items on a PO, select the PO from the displayed list of POs. 

 

Note that PO are returned in numeric order so the most recent POs will be on the last pages.  You can use the double 
arrows to go directly to the last page if needed or sort the results by clicking the heading. 

Once the PO is selected from the list, the Purchase Order Details screen is displayed.   

 

All the PO information is presented in one window.   

Receiving Full Shipments or Receiving the Final Portion of a PO 

To receive a full shipment, select the ‘Full Shipment’ box. 
To close the PO when it is completed, select the ‘Close PO’ box. 



 
Checking the ‘Full Shipment’ box will check each line item as full receipt and add the correct receiving quantities in the 
receiving amount field. 
The date field can be changed if you did not receive the items on the day you are entering the receiving record. 
 Click the date icon next to the date field and select the proper date. 

 
Navigate to the proper date and click the day.  The ‘Received date’ will update. 
Packing slip information can be entered on the packing slip line. 
 
For POs that have not been partially received previously and are now complete, the Full Shipment can be used.  The 
system will calculate the proper amounts received. 
 



 

 

One everything is entered, click Save. 

 

If the PO was marked ‘Close PO’, the system will confirm with the following message. 

 

 

The screen will update the amounts received.  If you are done, click ‘Back’ to return to the list of POs to continue 
receiving. 

 



Partial Receipts 

Do not select ‘Full Shipment’ if only portions of the shipment have been received. 

Receive the quantities at the line item level.   

• If the FULL line has been received, click the ‘Full’ box to the left of the line item.  This will populate the full 
quantity in the Receiving field. 

• If only a portion of the line has been received, click in the ‘Receiving box’. 
o The box will open for entry.  Click and highlight the amount showing if it’s zero or incorrect BEFORE 

entering any amounts. 
o Enter the quantity or amount received. 

 

Highlight so the amount is deleted when you begin typing and enter the correct amount 

 

Complete the entry of all quantities/amounts and click SAVE. 

Adding Comments 

Comments must be added after the initial receiving record has been saved. 

Once the receiving information has been added and saved, click the line item (blue hyperlink) to access the comments 
field. 

 

If the full shipment was used, the comment will be prepopulated with ‘Quick receipt’.  This can be removed and your 
comments added. 

 



 

Add all comments and SAVE the record. 

Ordered Item Details 

From the Ordered Item Details screen, additional receiving records can be added using the ‘Add receipt’ button. 

 

This will open the Add Receipt to Purchase Order Screen.  The quantity or amount received can be manually added.   

 

Receiving records can be added here with a comment.  This method will allow you to add a record and comment at the 
same time.   

Click Save 



 

This will return the user to the ordered item details screen showing the updated information. 

 

 

Viewing Receiving Details 

Receiving detail can be viewed from the new PO receiving detail if the PO shows in the list.  Remember, if you have a 
predefined search that only shows printed and carryforward POs and you are looking for a closed PO, it will not show on 
the list.   

Clicking the line item from the PO will bring up the receiving information. 

 

You can always view receiving information from PO Inquiry.  Find the PO and click ‘Receiving. 

 

 

 

 


