Training Exercise: Receive Delegated Purchase Order

		




	Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Receive a Delegated Purchase Order

RECEIVING SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to the Create Receipt Page
	
	· Search for Create Receipt using the search bar

	Select Purchase Order
	
	· Search for Purchase Order number created in previous exercise
· Or
· Key Purchase Order number created in previous exercise

	Select Fully Receive
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	· Select the Fully Receive checkbox on the Create Receipt page

	Click OK
	
	

	Review Receiving Line Information
	
	· Ensure quantity is correct

	Click Attachments Tab
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	· Upload receiving document

	Click Submit
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