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This manual helps requesters learn how to create a receipt to
validate accurate shipment and facilitate proper matching
controls.
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01 OVERVIEW

Receiving Overview

@ What is a receipt?

A receipt transaction validates that the requester or department has received the goods or services supplied by the supplier

in response to the UofSC purchase order that was dispatched to the supplier.

@ How does the receipt impact payment?

Some purchase order lines require a receipt, and a supplier's invoice can't be paid until the receipt is entered by the

requester or an authorized department user.

This is sometimes called 3-way matching where the voucher's amount, price or quantity is compared to the purchase order,

and the voucher's amount or quantity is compared to the receipt for any purchase order line that requires a receipt.

@ Why is 3-way matching important?
3-way Matching is a control measure used to ensure that the University pays for only the goods and services that we

have ordered and received.

“L 3-way matching

Does the
amount/price/qty
exceed the PO?

Purchase Order Voucher

Does the amount or
Is receiving required for Receipt qty EXCe.Ed the
the PO line? receipt?

@ How can | tell if a receipt is required for matching?
Review the purchase order line to determine if a receipt is required for 3-way matching. Keep in mind that your department

may require receipts for all purchases regardless of their applicability to 3-way matching.

Main Menu »eProcurement» Manage Requisitions

@ Open your requisition

Navigate to Manage Requisitions and search for your requisition.
1. Enter the business unit and requisition ID only.

2. Click Search.

3. Expand the requisition information.

4, Click on the "Purchase Order" link in the life cycle.

Favorites ¥ Main Menu ¥ eProcurement ¥ Manage Requisitions Worklist A Home Sign Out

All ~ | search » .
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¥ | SOUTH CAROLINA Notifications ~ NavBar
|  New Window Help | Personalize Page &

Manage Requisitions

Requisition Search Keyword Search o

To locafe requisitions, edit the criteria below and click the Search button i
Business Unit |USCO1 Q Requisition Name Q
N —
Requisition ID | 1000073026 Q R + Stat v v
ettt Budget Status
DT = Date To |09/04/2026
Requester Q Entered By Q Q

POID

[ Clear Show Advanced Search

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Requisitions @

D Requisition Name BU Date Request State Budget Total
- [Select Action] V‘
10p0073026 Abcam - Strongy Kits USCO1  05/30/2023  Complete Valid 4,491.50 USD
e Requester Entered By Priority  Medium
Pre-Encumbrance Balance 0.00
R =7 4
o I
Requisition Inventory P(“)'r'd;\’*’ g:q‘jf: Receiving Retums Invoice Payment
Request Lifespan:
Line Information o
B
Line Description Status Price Currency Quantity uom Supplier
1 & ABCAM: Strongyloides 1gG/IgM Closed 634.5000 usD 7.0000 EA ABCAM INC
2 & Abcam: Strongyloides IgG/IgM. 50.0000 uUsD 1.0000 | EA ABCAM INC

FINDREQ)

@ Review the purchase order to see if receipts are required.
1. Scroll through each PO line.
2. Click on the line details.
3. Review the "Receiving Required" field. Valid values are Yes (Y), No (X) or Optional (N). If the value is "Y", then the receipt is

required for 3-way matching.

Main Menu eProcurement Manage Requisitions Worklist A Home Sign Out

TH CAROLINA Notfications  NavBar
New Window | Help | Personalize Page

I Y wor  0° @

Business Unit  USCO01

Requisition information @ | | ViewAll
Requisition ID 1000073026 Line Number 1 o
PO information @ | 10f1 v | ViewAll
PO Number 2000069745 Buyer HIKMETH Change Order
PODate 06/08/2023 Supplier ID 0000013043 Terms N30 PO Status  Dispatched ‘
Lines
@ 110f1 v | ViewAl
Line ftem ID Description perchandss uom PO Qty Status Line Details
ABCAM:
1 Strongyloides 4,44150 USD EA 7.0000 Approved B
IgG/igM ELISA kit |
> | Purchase Order Inquiry X
Return to Manage Requisitions
Help
Item ID ABCAM: Strongyloides IgG/IgM ELISA kit
Merchandise Amt 4 44150 uUsD PO Quantity 7.0000 Status: Approved
Buy Agree ID Buying
RFQID RFQ Line Receiving Required Y
Category 00345 Inspection Requtree
Supplier Catalog Withholding Applicable e

Sup tmID  AB247203
Manufacturer ID
UPN Type
UPNID
Price Date: PO Price Qty: Schedule
Config Code
Template

02 CREATE A RECEIPT

This section demonstrates how to
create a receipt

Main Menu » Purchasing » Receipts » Add/Update Receipts

@ Navigate to "Add/Update Receipts" and click "Add".

Favorites ¥ Main Menu ¥ Purchasing ¥ Receipts ¥ Add/Update Receipts Worklist ‘ A Home Sign Out

Receipts ~ | Search Advanced Search ®
2& | university or f g @

@: SOUTH CAROLINA Notifications NavBar
New Window | Help

Receiving

Add a New Value Q,Find an Existing Value

*Business Unit |USC01 Q *Receipt Number |NEXT

PO Receipt

Add

”RO

Search for your PO
1. Enter the PO Unit and ID.
2. Click Search.

3. Select one or more PO lines.
4, Click OK.

Favorites ¥ Main Menu ¥ Purchasing ¥ Receipts ¥ Add/Update Receipts Worklist | #§ Home Sign Out

Receipts v | Search :
. R R o orcec ococn coe B B

25 | universiTy or

= | SOUTH CAROLINA Notifications ~ NavBar
New Window | Help | Personalize Page

Select Purchase Order

PO Unit |USCO1 Q ° Days +- Today ‘
Q ]

Search Criteria

1D |2000069745 Start Date |
Line Schedule ‘ End Date ‘ ‘
Release ‘ Supplier Name ‘ Q‘ Supplier Lookup
ftem ID Q Supplier tem ID. | Q|
Ship To Q Manufacturer ID ‘ Q
Ship Via Q Manufacturer's Item ID ‘ Q

Retrieve Open PO Schedules
. UPN ID ‘ Q

Receipt Qty Options
[ Search e O No Order Qty ® Ordered Qty O PO Remaining Qty

Retrieved Rows

B|la
Selected Rows Shipping Related More Details 3
Sel PO Unit POID Line Sched Release Due Date PO Qty Re:;:: Item Description
é USCo1 52000069745 é 1 ; §07/0812023 if 0000; : %ABCAM Strongyloides 1gG/IgM E
O 01 2000069745 2 1 07/08/2023 1.0000 Abcam: Strongyloides IgG/IgM E
¥ SelectAll Clear Al
|
g ] »
I

@ Enter the quantity or amount.

Be sure and enter only the quantity or amount that has been received. The number displayed may be the remaining PO

quantity or amount and it should be replaced with the actual quantity or amount received.

1. Enter the quantity for PO lines that are not "amount only".
2. Enter the amount in the "receipt price" field for PO lines that are "amount only".
3. Click "Save".

DO NOT RECEIVE THE FULL PURCHASE ORDER QUANTITY OR AMOUNT UNLESS WE HAVE ACTUALLY RECEIVED THAT
QUANTITY OR AMOUNT. OVER-RECEIVING COULD CREATE RISK OF OVERPAYMENT AND CAUSES ISSUES WITH FISCAL
YEAR END PROCESSING.
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Maintain Receipts

Receiving
Business Unit USCO1 Receipt Status  Open X
ReceiptID NEXT Header Comments/Attachments Activities
Header Details
> Header
Select Purchase Order Close Short All Lines ] [ Print Delivery Report l l Run PO Receipt Accrual

Receipt Lines

8| a
Receipt Lines More Details Links and Status Item / Mfg Data Optional Input Source Information >
Line Item Description Receipt Qty o'Recv uom Receipt Price A°°a;'; Merchanii:‘et Status g:?:; Serial D‘T
V: S yloides
1 R Ry \ 5 | 2 e Q| i [ e3450000]]  7.0000 444150 § Open
gG/IgM E
2 B /E\bcam Strongyloides IgG/igM 1.0000 B ‘ 45‘ 1.0000 50.00 { Open
Linterface Receipt URun Close Short e Interface Asset Information

03 UPDATING A RECEIPT

This section demonstrates how to
update or cancel a receipt

@ Why would we cancel or update a receipt?

It may be necessary to cancel or update a receipt for several reasons. Perhaps the receipt was entered incorrectly or over-
received. Maybe the receipt was entered on the wrong purchase order line. Your department may be contacted by

Purchasing or The Controllers' Office to update a receipt to resolve a match exception or complete fiscal year end processes.

@ Find your receipt number

It may be necessary to find the receipt number associated to a requisition. The best way to complete this is to search the

receipt on the manage requisitions life cycle.

Main Menu » eProcurement » Manage Requisitions

Navigate to Manage Requisitions and search for your requisition.
1. Enter the business unit and requisition ID only.

2. Click Search.

3. Expand the requisition information.

4. Click on the "Receiving" link in the life cycle.

Favorites ¥ Main Menu ¥ eProcurement ¥ Manage Requisitions Workiist | ¢ Home Sign Out
All ~ | search .
PR Advanced Search o\ ®
=¥ | SOUTH CAROLINA Notifications ~ NavBar
New Window Help Personalize Page &
Manage Requisitions
Requisition Search Keyword Search
v Search Requisitions
To locatq requisitions, edit the criteria below and click the Seajch button
Business Unit ‘USCOW Q ‘ Requisition Name | Q
Requisition ID|1000073026 OJ © stat v .
e Budget Status
Date From | ] Date To |09/04/2026
Requester ‘ Q ‘ Entered By ‘ Q Q »
PO ID
[ Clear Show Advanced Search
Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
leq ID Requisition Name BU Date Request State Budget Total
i ‘ [Select Action] v Go
WéiOZG Abcam - Strongy Kits USCO1  05/30/2023  Complete Valid 4,491.50 USD
Requester Delores Thomas-L:-2025-06-04 Entered By Delores Thomas-L:-2025-06-04 Priority  Medium
Pre-Encumbrance Balance 0.00 usbD
=) 5= { 2
Ed - : &
Requisition Approvals Inventory p:)’r;"j: E!:SEE‘ Receiving Retums Invoice Payment
Request Lifespan:
Line Information
B[
Line Description Status Price Currency Quantity uom Supplier
1 L ABCAM: Strongyloides IgG/IgM 634.5000 usD 7.0000 EA ABCAM INC
2 L Abcam: Strongyloides IgG/IgM Closed 50.0000 usD 1.0000 EA ABCAM INC
v
< »

@ Copy the receipt ID or view the receipt details

1. To change the receipt quantity, it may be necessary to copy or make a note of the receipt ID.
2. It may be necessary to review the receipt details. In addition, receipt lines may also be canceled from the "receive items"

detail page.
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INIVERSITY OF

Manage Receipts

Find a Receipt

Business Unit: ‘USCO1 Q \ Received v

Show Status:

Received Date: ‘08/21/2026 ‘ To Date: |09/04/2026

Receipt Number: Requisition Name:

PO Business Unit: ‘ Q ‘ PO Number:

Receipts

EEY View Al
Net

Requisition Receipt ID Recv Date POID Received Status
Quantity

Qi’:ga”‘ - Strongy 3000219223 00/04/2026 | 2000069745 6.0000 Received | B | &

Qﬁgam gy 3000219223 09/04/2026 | 2000069745 6.0000 Received [ a

Return to Manage Requisitions Add New Receipt Manage Return To Suppliers Requisition Cycle

@ Reviewing or canceling the receipt from the receive items details page.
1. Review the receipt details to confirm this is receipt requiring update.
2. The receipt quantity or amount can't be updated from this page; however, the receipt line can be canceled by clicking the

"X" on the "Cancel Line" column.

Favorites ¥ Main Menu ¥ eProcurement ¥ Manag Worklist A Home Sign Out

Advanced Searc N
28 | universiTy or AddTo v g @

¥ | SOUTH CAROLINA Notifications ~ NavBar

New Window | Help | Personalize Page
Receive Items
Receipt No 3000219223
Business Unit sCo1
Receipt Status  Fully Received
Received Date  09/04/2026
Header Comments/Attachments Header Custom Fields Reject Shipment
Receipt Lines @
By | ViewAl
Line Item Id Item Description Currency Received Amount  Received Quantity -UOM Accept Quantity Details Receipt PO Custom Fields Cancel Line
i1 {ABCAM: Strongyloides | o 63450000 {5.0000 {EA 15,0000 i B | O B { Custom Fields X
2 Abcam: Strongyloides usD 45.00000 | 1.0000 1.0000 B o & ¢ | Custom Fields X
(2]
Add New Receipt Inquire Receipts

@ To update the receipt navigate to the "Add/Update Receipts" page.
1. Click on "Find an Existing Value".

2. Don't enter the receipt number in this field.

Favorites ¥ Main Menu ¥ Purchasing ¥ Receipts ¥ Add/Update Receipts Worklist ‘ A Home Sign Out
Receipts ~ | Search o
& | mrrron Advanced Search TS o ®
ﬂ; SOUTH CAROLINA Notifications NavBar
New Window | Help
Receiving
Add a New Value [ Q_Find an Existing Value ]
*Business Unit |USC01 Q *Receipt Number ‘
PO Receipt e
Add
< »

@ Search for your receipt

1. Enter or paste the receipt number.
2. Click "Search".

Favorites ¥ Main Menu ¥ Purchasing ¥ Receipts ¥ Add/Update Receipts Worklist ‘ ﬁ Home Sign Out

Receipts ~ | Search S e L4
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ﬂ; SOUTH CAROLINA Notifications NavBar
New Window | Help

Receiving

Find an Existing Value ®Add a New Value

v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches | Choose from recent searches v / Il Saved Searches | Choose from saved searches M /
*Business Unit | = v‘ USCco1 Q Receipt Number | begins with v
Bill of Lading | begins with v‘ PO Business Unit | begins with v Q ‘c
Item ID | begins with v‘ Q PO Number | begins with v Q ‘
Ship To Location | begins with v‘ Q Shipment Number | begins with v
Supplier ID | begins with v‘ Q Received Date | = v |
Receipt Status = v‘ v UserID | pegins with v Q ‘

~ Show fewer options

(] Case Sqmstive

®
. 8

Update or Cancel the receipt.

1. Update the receipt quantity or amount and save the receipt.
2. The entire receipt can be canceled if necessary by clicking the red "X" at the top.

3. Or one or more individual receipt lines can be canceled by clicking the red "X" on the applicable line.

Favorites ¥ Main Menu — Receipls ¥ > Add/Update Receipts Workist | i Home | Sign Out
Receipts 3 Se .
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SUTH CAROLINA Notficaions  NavBar
New Window | Help | Personalize Page
Maintain Receipts
Receiving
Business Unit  USCO1 Receipt Status  Fully Receiv X
RecelptID 3000219223 Header Comments/Attachments Activities
Header Details Document Status
> Header
Select Purchase Order Close Short Al Lines ] l Print Delivery Report ] [ Run PO Receipt Accrua
Receipt Lines
B|lQ View Al
ReceiptLines  MoreDetalls  LinksandStatus  ltem/MigData  Optional Input  Source Information 1>
' - 5 . i Acgept  Merchandise Close Device
Line item Description Receipt Qty Recv UOM Receipt Price Gse  Status Category Glose I stockuom  Devie
1 ] ’:H(‘C; E”“”gy‘c‘des 5.0000 ® EA Q 634.50000 5 jooo 317250 Received 490431 EA Q| | Device Track x
2 = Ancan: Sticngyiokdes loG/ogd 10000 B 4500000 1jJooo 45.00 Received 490431 Device Track x
Olinterface Receipt TJRun Close Short Tnieace Asset Informatior e
(oo ] [y ] [ | (1]




