Receiving Part of a

Purchase Order

How to Receive Partial Orders
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From the Purchase Order, click "Receipts"

der - Staplesinc - PJODD642

Summary

rmation

No

¥ Date

Confirmations

PJOO0G42

Staples Inc

2320 Thain Rd
Lewiston, Idaho 83307 United States

+1 000-743-0314

+1 000-743-0844

5/12/2023

Reg

Myarces

Shipping Information

ShipTo Address Code

Ship To

Attn: Diana Higgins
Bldg/Rm: ADM 104
Mailstop:

500 8th Ave.
Lewiston, 1D 83501
United States

Delivery Options

T

LEWlSﬁRCLARK

STATE COLLEGE



2

3

Click the + to add a receipt.

All =

Receipts

Click "Create Quantity Receipt"

All~
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Receipts Invoices
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Search (Al+0) 0.00USD W Oy
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Create receipt options
Search (Alt+a) ooousp w @ @ g
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®

Create ( ! Receipt

Create Cost Receipt
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For the item(s) that you are NOT receiving, click the trashcan to delete them from

the receipt.

Received

Repeat for all lines that are NOT being received.

Received

Details

Creation Date

o
a
=
2]
1

Supplier

Received by

Total (63.59 USD)

Related Documents

Purchase Order: PJODDGAZ

Creation Date
Source
Supplier

Received by

Total (47.13 USD)

Related Documents

Purchase Order: PJO00642

5/12/2023 11:40

Sta

Diana

31272023 11:40

Stag

Diama |



6 next to the line item(s) to select.
3 D i
= [
Quantity Status
1 Received w L'I
7  Click "Complete" to submit.
allr Search (Alt+0)

vanditu

Once the remaining item(s) is/are all that is left on the receipt, click the check mark

CHatie

Source

Received by

Total (36.95 USD)

Related Documents

Purchase Order: PJOD0G642

noousD W

har
Staples

Diana Hige

) |I-° @‘_

= =

Details

Creation Date

Source

Supplier

Received by

Total (36.95 USD)

Related Documents

Save Updates

3 2/2023 11:40:49 AM

Manual

Staples Inc

Diana Higgins



8 To go back later and receive remaining item(s), click into the Purchase Order.

Qrdars ¢ Saarch ¢ Purchase Ordess

= Search Purchase Orders

Quick Filters My Searches Created Date: Last 90 days » | Quick search
£ ¥ Page 1 of 10 1-20 of 198 Results
Supplier ' g
MW Engraving Services LLC E’l =+ PO MNumber supplier Created Date/Tim
ODP Business Solutions LLe (@D
= 12 Staples Inc @ 5/12/2023 11:4C
Michael G. Callins &
Amazon Capital servicesinc  (EED) -« PJO00BAT NW Engraving Services LLC © 5/11/2023 2:3¢
Staples Inc n
o BIOOOGA0 Hahn Supply & 512023 200
¥ See More Crshow Mare
ws  PIODOGSS DDP Business Solutions LLC @ 5112023 2:0¢
PO Status e
s PJOOOG3E Dell Marketing LP © 5/1142023 1:3¢
Completed m .
Pending (39 ] . PJO0063T B & H Phota @ 5/11/2023 1:3¢
2y Shaw More
9  Click "Receipts"
Al T Search (Al+()
irmations Shipmenis Change Requests Re 1 rvoices Comments Attachments
Shipping Information S Billing/Payment
ShipTo Address Code A BlliTo Address Code Accounts §
Ship To Bill To
Attn: Diana Higgins Lewis-Clark State College
Bldg/Rm: ADM 104 Controllers Office
Mailstop: 500 8th Avenue
500 8th Ave. Lewistan, 1D 83501
Lewigton, 1D 83501 United States
United States
Billing Options

Delivery Options



10 Click the + to add a receipt.
Al - Search (Al+D) goousp W [ |t'°' @ 1
— = 8 Assign To Myself H 1of 198 Results + { >
Receipts o nveices Comments tachments Hist
Create receipt Opﬁ-ﬂfé
Cost Amaunt Recelved by
L Higygins, Diana
Catalog Nao. Unit Frice Qly/Uam Extended Price
2724405 36.95U5D 1 PK 36.95USD
11  Click "Create Quantity Receipt"
Al Search (Alt+T) poousp W < |Llol #ﬂ‘.
= = 8 Assign To Myself ‘ 10f 198 Results = < >
Receipts o nyeices Comments Attachments Hist
+
Cost Amaunt Recelved by Create Quantit, ipt
s Create Cost Receipt
- Higgins, Diana
Catalog MNa. Unit Price Oty/UomM Extended Price
2724465 36.95UsD 1 PK 3695 UsD



12 As before, for any line items that are NOT being received, click the trashcan to
delete from the receipt.

Total (26.64 USD)

Related Documents

Purchase Qrder: PJODDGAZ

Received ~ g : :l

Powered by JAGGAER

13 Once the remaining item(s) is/are all that is left on the receipt, click the check mark
next to the line item(s) to select.

Creation Date SS122023 717142116 A
Source Mant
Supplier Staples|
Received by Diana Higgi

Total (16.46 USD)

Received w Related Documents

Purchase Order: PJ000642



14  Click "Complete"

Al - Search (Al+D) goousp W v |t'°' {B“_

= = Save Updates

soo00

Details
Creation Date
Source
Supplier

Received by

Total (16.46 USD)

' Thaemitnnd i d w \/ Related Documents

15 Repeat as many times as necessary until all items have been

5/12/2023 11:42:16 AM
Manual
Staples Inc

Diana Higgins

received.



