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Receiving Part of a
Purchase Order
How to Receive Partial Orders

1 From the Purchase Order, click "Receipts"
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2 Click the + to add a receipt.

3 Click "Create Quantity Receipt"



3

4 For the item(s) that you are NOT receiving, click the trashcan to delete them from
the receipt.

5 Repeat for all lines that are NOT being received.
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6 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.

7 Click "Complete" to submit.
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8 To go back later and receive remaining item(s), click into the Purchase Order.

9 Click "Receipts"
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10 Click the + to add a receipt.

11 Click "Create Quantity Receipt"
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12 As before, for any line items that are NOT being received, click the trashcan to
delete from the receipt.

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.
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14 Click "Complete"

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


