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Receiving in Purchasing Job Aid 
 
 

Overview 
 
This Job Aid entails procedures for receiving in the Purchasing module.  

 

Background Information 
 
To access receiving in the Purchasing module, you must have a Power Receiver role.  If you do not have a Power Receiver role, 
you must receive your Requisitions in e-Procurement. For more instructions on receiving in e-Procurement, please see the 
“Receive Order” Job Aid.   
 

Purpose 
 
Power Receivers have abilities to receive in the Purchasing module to quickly receive items for their own Requisitions and 
others’ Requisitions. The Purchasing module also enables Power Receivers to view more information than what is available from 
e-Procurement. The Purchasing module also gives users ability to cancel any unwanted receipts.  
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Navigation 
 
Purchasing> Receipts> Add/Update Receipts 
 
 
Step 1 
 
Click: Add 
 
 
 
 
 
 
 
 
 
 
 
Step 2 
 
Input: 
 
ID  
(PO ID) 
 
Click: Search
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Step 3 
 
 
Select checkbox for line to be 
received, or (if receiving all lines) 
click Select All link. 
 
Click: OK 
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Step 4 
 
Adjust Receipt Qty as 
needed.  
 
 
Click: Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
How to Code a Help Ticket 
 
Issue Area:  Purchasing   
Issue Type:  Receiving  
 

 

 
Note: If receiving a Blanket Order, receive the dollar 
amount to be invoiced. 
 
 
More Information 
 
More information can be found on the Purchasing Website: 
http://www.purchasing.fsu.edu/listofjobaids.html 


