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Receive Order in e-Procurement Job Aid 
 
 

Overview 
 
This Job Aid entails the procedures for receiving a Requisition in e-Procurement. This process can be done through 2 pages:  

1. Manage Requisitions page  
2. Receive Items page 

The Manage Requisitions page will be used in the procedure for this Job Aid due to its organized format which allows 
Requesters maintaining many Requisitions easy access to the specific Requisitions to be received.  

 

Background Information 
 
Requesters can only receive for their own Requisitions. Those with a Power Receiver role may receive items for other 
Requesters in either the e-Procurement or Purchasing module.  Requisitions must also be in PO Dispatched Status for receipts 
to be processed.  
 
Purpose 
 
Items must be received before payment can be issued to a vendor. To ensure that your vendor is paid in a timely manner, 
please receive items as they come in.  
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Navigation 
 
e-Procurement> Manage Requisitions 
 
Step 1 
 
Search by any of the 
following: 
Requisition ID, PO ID, 
or view all your 
Requisitions by 
entering your name in 
the Requester field. 
 
Adjust Date From 
field to encompass the 
date this Requisition 
was entered.  
 
Click: Search 
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Step 2 
 
Click: Receive Order from the 
Select Action drop-down menu.  
 
Click: Go 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: Requisition must be in “PO(s) Dispatched” Status to 
allow receiving. If “Receive Order” is missing from your 
Select Action drop-down menu, then the Requisition is 
NOT in PO(s) Dispatched status.  
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Step 3  
 
Select the checkbox to the left of the 
item to be received or click Check All 
button to receive all items. 
 
Click: Receive Selected button 
 
 
 
 
 
 
 
 
 
 
 
Step 4 
 
If needed, adjust Received Qty.  
 
Click: Save Receipt  
 
 
 
 
 
 
Note: If receiving a Blanket Order, receive the 
dollar amount to be invoiced 
 
 

 
Step 5 
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Receipt Confirmation page: 
Note Receipt # for records.  
 
 
 
 
 
 
 
 
 
 
 
 
 
How to Code a Ticket 
 
Issue Area:  Purchasing 
Issue Type:  Receiving 
 

More Information 
 
More information can be found on the Purchasing Website 
at http://www.purchasing.fsu.edu/listofjobaids.html 


