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Purchasing Order Receiving Instructions 
 
 
From your DEPARTMENTAL FUNCTIONS folder open PURCHASE ORDER RECEIVING. 

 
             You can receive in several ways:   

• Order in full   

• Line in full 

• Lines not yet fully received   
              

 
1. Search for the PO # in search bar and click enter 

 
 
 
 
 
 
 
 
 
 
 
 

2. The PO will come up in the list below, click on the PO# hyperlink 
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3. Update received date and enter packing slip #  
4. Click how you want to receive. You have 3 options 

a. Click to receive “Full Shipment” 
i. Selecting this will automatically check each line and put the 

remaining quantity in the “Receiving” box 
ii. You can modify this manually, if something was not 

received (ie, you only received 187 notebooks on line 1) 
b. Click to receive “Full” by line 

i. Selecting this by line will automatically put the remaining 
quantity in the “Receiving” box 

c. Receive partial amounts by line 
i. Manually enter the amount received on each line 
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5. In the above selection, we received lines 1 & 2 in full and lines 3 & 4 in 
part.  

 
6. Scan the packing list on your MFD and save in your scan file. 

 
7. Click on ATTACH on your ribbon.  

 
8. Click the “PO Receivable” hyperlink 
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9. Click on + and then the up arrow 
 
 
 
 
 
 
 
 
 
 
 
 
   

10. Drag and drop file or click “Choose 
File” to browse your computer. 
Find your scanned packing list and 
click on open. 

 
 
 
 
 
 
 
 
 
 
 
 
 

11. Click Import  
 
 

12. On the right side, click the dropdown for Description and 
select “Packing Slip” 

 
13. Save document  

 
 

14. Click on CLOSE VIEWER.  
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15. Click “Save” on your PO Receiving screen 
 
You will see a summary of your order. A few things to note: 

1. Lines 1 & 2 are fully received 
2. Lines 3 & 4 are partially received (can no longer be fully received)  
3. The packing slip # is 12345 
4. There is 1 item attached 

 

 


