
PURCHASE REQUISITION 
CREATION ​(POUPPR)

PURCHASE 
RECEIVING ​(POUPRC)



PO Receiving- POUPRC
To receive on a PO, access the menu mask POUPRC. 

Enter the PO number for the items to be received.  Tab or press enter for the system to display PO items.





Items on the PO can be viewed in a collapsed mode or detailed by using the Collapse All/Expand All toggle button.

Receiving can be done Manually for partial shipments by clicking the Manual button.

A popup will appear to enter Quantity Accepted.  Click Done.



Clicking the Fully Receive button will default the quantity ordered, or the quantity remaining if 

previous shipments have been processed. 

 

 

Once the quantity to be received has updated the Quantity to Receive field it is necessary to click 

‘Save Changes’ on the Menu.  This will move the quantities entered into the Received to Date field 

and give the user a message that says Record Accepted. 



You will receive a confirmation that the record has been accepted 

There are additional menu option on the left side of your screen. 



Back out Receiving 

To reduce the quantity Received to date, enter a negative number in the Qty Accepted field after clicking 

the Manual button and click Done.   

 

 

 



Quantity to Receive reflects the amount being backed out. 

 

Click Save to update the Received to Date amount.  

 

The Received To Date field will be updated with the new total. 

 



PO Remarks 

Comments may be entered in the Remarks box. 

 

Receiving Details and Events 

There are a couple of screens that may be access from the POUPRC mask.  Open the Links option 

on the side bar to access screens with Receiving Details and PO Events. 

Receiving Details  

The Receiving Details screen tracks information by item such as quantity received, receipt and 

payment dates, who received, who posted the expense, and any remarks entered at the time of 

receiving. 

 

Receiving Events 

The Receiving Event screen logs Purchase Order activity such as print date, reprints, items added, 

deleted, complete receiving, back order, overage, etc... 

 



Questions?

• Training materials are located in the Procurement Department  page 
on the D11 website. 

https://www.d11.org/administration/operations/enterprise/procureme
nt-and-contracting

• Call or email your assigned Procurement Representative.  The list is 
available on the Procurement Department  page on the D11 website. 

https://www.d11.org/administration/operations/enterprise/procureme
nt-and-contracting

https://www.d11.org/administration/operations/enterprise/procurement-and-contracting
https://www.d11.org/administration/operations/enterprise/procurement-and-contracting

