Training Exercise: Create a Receipt for a Supplier Contract

		




	Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Track spend against a Supplier Contract

RECEIVING SPECIALIST




	Action
	Icon
	Field/Value

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

	Select Radio Button 
	
	· Supplier Contract

	Select Contract
	
	· Locate Supplier Contract number provided by instructor

	Click OK
	
	

	Amount to Receive
	
	· $500.00

	Click Attachments Tab
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	· Click the attachments tab in the Lines section of the receipt document

	Click Submit
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