Creating Quantity Receipts for Purchase
Orders (PO)

This option is not available if the multiple invoice selection was chosen for the
purchase order. There are multiple ways to do quantity “receipts” in Paw.
Scroll down for the option that best resembles your transaction.

Full Receipt (Quantity)

Locate your PO.

Use the Three horizontal dots just beneath the shopping cart total to Create
Quantity Receipt.
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A confirmation for your receipt will be created.
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Partial Receipt with Multiple Lines(Quantity)

Locate your PO.

Use the Three horizontal dots just beneath the shopping cart total to Create
Quantity Receipt.

Searcn (AnvQ) a osouso W @@ & &

e

Purchase Order - DELL MARKETING LP - JT00001234 Revision 0

Jennifer Sosnneker

jsoennek@umbe edu
Prin
DEL 3
Line Details Total (2,137.65 USD)
stz mem 9 Price  GQuantiy y Ext. Pri 137.6
I I Pop— EA 213765
~ verans & Relsted Documents ~
‘‘‘‘‘‘‘‘ ~q icing g tion: 3642752 )
What's next? ~
I | - .
~ DETAILS & ‘Submitted
pp eceiving ing ]
RevisePO

Scroll down and locate your line items. Remove the line(s) that you do not
want to receive. For instance, line 1 is being removed, as only line item 2
needs a receipt done. Click Remove Line (circled in red).



&

Quantity Receipt + 470138
Summary e Atzchme
PO - JT00001196

Line  ftem Catalog No.

1 Base;OptiPlex 7490 Allin-One XCTO 2104V

~ TEMDETAILS §-

Contract No. o value

Flex Field 2

Attachments Add

Notes

2 Base;0ptiPlex 7490 Allin-One XCTO 2104V

memoETALS -

Contract No. o value
Flex Field 2

Attachments Add
Notes

Line item 1 was removed as shown below.

2. Click Complete.
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Locate your PO.

Use the Three horizontal dots just beneath the shopping cart total to Create
Quantity Receipt.

& UMK

=

Purchase Order

General Information

E ¥ B o

* GRAINGER * JT00001238 Revision 0

JT00001238

[

GRAINGER

1772022

22816

Ratasl Espinaza

14104552273

Document Status

ichase ord:

Open

# Completed

/17720221210 PM

Sent To Supplier

0000009475

jer using the method(s) indicated below the kast time it was.

Sant To Supplier

GRAINGER

Total (2,281.16 USD)

Related Documents

Add Comment
Create Change Request

Add Notes to History

Create Quantity Receipt

Create Credit Memo
Create Cost Receipt
Create Invoice

Print Fax Version

228116

2281.16

Paw defaults to “full” receipts so it will mirror the quantity amount ordered to
the quantity amount being received as shown below (i.e., 2 items ordered — 2

items available for receiving).
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Overwrite the amount under “quantity” by changing the receipt amount to a

lesser amount than the quantity ordered and click Complete.
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Note that the message under “Receiving” now reads “Partially Received”

instead of “None”
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In order to receive the remaining quantity (i.e., one more item) later,
“Full” receipt steps.
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