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Receive Property
Receive PO by Line 
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Click Numbers in Sequence
Click / Complete items in       or highlighted in Yellow 



If asked for a date, pick a date before 
the PO was created
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Search for your Purchase Order to receive

Search for PO
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1. Enter Qty Received
2. Shows Qty Ordered 
3. Enter UOM
4. Shows the UOM for line item
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• If no quantity shown
• You can’t receive the item

1.000023

Press “Release” after Lines have been filled out and Saved 

Save

Repeat for each line item
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• See Slide 8 to clear any Buyer Messages
• Verify with Buyer about the Error Message

Receive Property
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Status Will change to “Released”

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

All messages need to be cleared before the 
PO can be released
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Check with the Buyer about a message you have received



Double Click your PO (line item) (blank area) to check Message and Release
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Buyer Error Message (may be in different location on screen)

Additional Information here

Click for Previous Page

Click to view more lines
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Check all lines (received) in PO to Release
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Once Released, the PO lines won’t populate the Buyer Message Page
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Status will change after clicking “Release”
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