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Creating Receipts 1 

The process to create a receipt has been simplified to the Quantity Receipt option 
only. 

1 Select the Purchase Order you need to enter a receipt against. 
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2 Click "Receipts" 

3 Click the + 
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4 The first screen loads with all of the PO items selected as a default. Click the check 
marks to remove any items you are not going to enter as being received. 

5 Click "Create Quantity Receipt" 
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6 Click "Complete" 

Repeat the steps when you need to enter a receipt for more items on the PO. 
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7 Select the Purchase Order. 

8 Click "Receipts" 



6 

9 Click the + 

10 NOTE: The receipt will again load all of the PO's line items selected as a default, 
even the ones you have already received on a previous receipt. At the next step, 
you will see that you cannot receive the same line twice so this is not a problem. 
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11 Once in the receipt, you have the option to delete the line(s) you've already 
received - but you don't have to. You can disregard them as they have already 
been marked as received. 

12 If you don't need to remove any lines to be received at a later date, you can simply 
click the Complete button. 




