Entering a Quantity Receipt
1) Click on the Search icon in the upper right corner of the page.  Choose ‘Purchase Order’ from the drop down menu, then type in your PO number.  Click the [image: image1.bmp] at the end of the search box to execute your search
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2) Using the drop down box, select ‘Create Quantity Receipt’, the click ‘Go’.
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3) Check the Quantity, if you are receiving the full quantity, then click ‘Complete’.   If you are receiving a partial order, go to step 5.
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4) You can remove or adjust quantities on the receipt for non received or partially received items.  In the example below, we will remove the first line as there were no items received, then we will adjust the 2nd line where 2 of the 3 items were received.

a) To remove a line from the receipt, click on the ‘remove line’ button to the right of the item to be removed.
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b) To partially receive an item (less than the full qty ordered) update the Qty for the line to the amount received (2) and click the ‘complete’ button

[image: image6.png]Receipt Lines

Line Details

2

Show Receipt Details For Selected Lines: [Remove Selected Items 7|

PO No. POLineNo. ProductName  Catalog No. Qiy/UOMordered Previous Receipts  Quantty | '::::ry Line Status Actions

waoocozzsy 1 Microscope s 1EA X Received ] s

waoooz780 B 2 Special lens a6 2EA _ [Received =] r

=Y 3 protective cover 103 1ea f Received 7] r

Fo.i. T ro ST Compre |




5) BuyWays will display a receipt confirmation
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Receipt information on the PO

From your Purchase Order, you can view receipt information.  From the Status page, you can see that a partial receipt has been entered against line 2.  To see the details of the receipt, click on the ‘Receipt’ tab

The ‘Receipts’ page shows you that both item 1 & 3 have a qty of 1 ordered and received.  Line 2 shows a qty of 2 ordered, of which 1 is open and one is received.
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