How to — Receive an order / Create a Receipt
(this is NOT the process for Student Guest travel receipts)

Navigate to Procurement / My Receipts

< Product Management Payables Projects General Accounting Expenses Procurement My Ente

QUICK ACTIONS

% Process Requisitions

i R

Purchase Purchase Purchase Orders My Receipts (New)
Requisitions (New) Agreements

Purchase Orders

Purchase Agreements (New)

Purchase Agreements ﬁl - @

Negotiations Catalogs Suppliers Supplier

Suppliers (Ne
uppliers (New) Qualfication

Suppliers

You will see a list of Orders ready to receive (this is based on expected date). If you don’t see the
PO you need, you can search for it.

Orders to Receive UofM Business Unit v

Q  Try arequisition, item, or supplier

Expected Date 01/02/2026 - 01/02/2026  Document Type Purchase order 2207 | Requester Ms Kerri Reece 3 | Exclude 2-Way Match Orders 2207 More Filters

-
Welcome, Ms Kerri Reece
0 items

You're up to date on your receipts.

l;b Orders to Receive @ My Receipts



Enter your PO number or any other field you want to search for. There are suggested filters under
the search bar with item counts. If you want to use those, you can click them.

Orders to Receive UofM Business Unit v

Q  Ppurchase Order POM0000001 X Try a requisition, item, or supplier

Expected Date 01/02/2026 - 01/02/2026 Document Type Purchase order 1 Requester Ms Kerri Reece 1 Exclude 2-Way Match Orders 1 More Filters

-

1 result

Select the orders you want to receive today

O 1item Receive Now Receive with Details ‘ K2 ‘

Purchase Order POMO00000 1
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted...
1Each

O e Capital Services Inc

Expected on 01/05/2026

Cb Orders to Receive @ My Receipts

When you find your order, click the box in front of it the lines you need to receive to select them
and click Receive with Details.

Receive.Now.will.receive EVERYTHING.left.on.the.order.without.letting.you.view.itj.We.recommend.
you.always.use.Receive.with.Details.to.prevent.errors.and.overpayments.that.are.difficult.to.undo;j

Orders to Receive UofM Business Unit v

Q,  Purchase Order POM0O000001 X Try a requisition, item, or supplier

Expected Date 01/02/2026 - 01/02/2026 Document Type Purchase order 1 Requester Ms Kerri Reece 1 Exclude 2-Way Match Orders 1 More Filters

e

1 result

Select the orders you want to receive today

All 1 selected Receive Now ‘ ‘ Receive with Details ‘ S ‘

Purchase Order POM00000OT
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted...
1Each

From Amazon Capital Services Inc

Expected on 01/05/2026

Cb Orders to Receive @ My Receipts



For each line, check the quantity and adjust if needed to reflect what you have physically
received. If you want to keep a copy of a packing slip or other document, you can attach it here.

When the lines are correct, click Submit.

New receipt La
1of1

A Some issues need your attention X

Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School,
Home, and Office Use, Teacher Supplies

Supplier Order Quantity Quantity Received to Date
Amazon Capital Services Inc 1 Each 0 Each

Remaining Quantity Invoiced Quantity

1 Each 0 Each

Add details of your receipt

Receipt Quantity - ~ ‘ UoM -
Each
Attachments
Drag and Drop
Select or drop files here.
‘ URL ‘ ‘ Add URL ‘

| (R

The bottom of the screen will show the receipt is being created, then give you your receipt number.

@ Receipt 100002 created X

If you need to view or work with a completed receipt, click the My Receipts tab at the bottom of

Creating receipt X

the page.

I,;b Orders to Receive @ My Receipts




If you need to correct a receipt or make a return, click the box to select it and then click Return or
Update.

**Please note that creating a return receipt DOES NOT communicate a request for return to the
vendor** You must contact the vendor through their proper process to make a return.

My Receipts UofM Business Unit v

Q  Try areceipt, item, or supplier

Receipt Date 01/02/2026 - 01/02/2026 Document Type Purchase order 3 Received By Ms Kerri Reece 3 Requisition REQM0O000001 1 More Filters

-

4 Welcome, Ms Kerri Reece

Select the receipts that you want to return or update

O 3items Return Update ‘ RS ‘
Receipt 100003
0 [499H33 TK135482919T Permanent Marker Set Assorted Black Blue Red Marker Tip Fine Marker Cap Capped Barrel Type Standard Washable Non-Washable Waterproof...
1Each
From W W Grainger Inc

Received today

Receipt 100002
O Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School, Home, and Office Use, Teacher Supplies
1Each
From Amazon Capital Services Inc

Received today

Receipt 100001
n Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School, Home, and Office Use, Teacher Supplies

Update receipt Ca
1of1

Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School,
Home, and Office Use, Teacher Supplies

Received Quantity Order Quantity Receipt Date
1Each 1Each 01,/02/2026 2:02 PM
Receipt
100002
Update details of your receipt @
Revised Quantity -~ ‘ gastjgif}sfg)za 10:23 AM [
Requwrecj .
Order details
Description Supplier ltem
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - BO19QROVSES

School, Home, and Office Use, Teacher Supplies

Purchase Order Purchase Order Line Purchase Order Schedule
POMO0O000001 1 1
Shipment Requisitioning BU Requisition

UofM Business Unit REQMO000001
Quantity Received to Date Received By Project Number

| Cancel | Submit




Return receipt
lofl

Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School,

Home, and Office Use, Teacher Supplies

Received Quantity Order Quantity
1Each 1Each
Receipt

100002

Receipt Date
01/02/2026 2:02 PM

Add details of your return

Return Quantity ~ ~ ‘ Reason ‘ ‘ RMA
Requlreci i !
Return Date ) [ Return for credit [] Create debit memo
03/04/2026 10:23 AM o
Notes

Order details




