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Create Purchase Order
Receipt
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Create Purchase Order
Receipt
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Receipt Number

• You can receive items at this time and Release PO (slide 6)
• Or receive items later

Create Purchase Order
Receipt
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1. Enter Qty Receive

Repeat for each line item

1

Save
2

3

Receiving Property

• If this message appears
• Go to Slide 9 to clear 

and complete
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Status will change to “Inspected/Inspected”

Receiving Property
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If this Error message appears after you Click “Save”,  
you will need to clear the message

Click to view/clear buyer message

Receiving Property
Clearing Buyer Messages
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Double click to open

Receiving Property
Clearing Buyer Messages



11

11

Buyer Error Message

Click to go back

Receiving Property
Clearing Buyer Messages
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Receiving Property
Clearing Buyer Messages



13

Click to go back

Receiving Property
Clearing Buyer Messages
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Receiving Property
Clearing Buyer Messages
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Status will change to “Inspected/Inspected”

Receiving Property
Clearing Buyer Messages
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