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Creating a Receipt 
• A receipt must be created in OWL Buy to confirm that goods or services have been received. 

Receipt creation supports invoice processing and payment to the supplier. If an order is 
received in multiple shipments, a separate partial receipt should be created for each delivery. 
Creating a receipt:  

o Locate the Purchase Order 
o Select the Receipts tab on the Purchase Order 
o Add “+” a Receipt  
o Create quantity receipt  
o All fields are optionable – fill in as applicable 
o Select “Complete” 
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Partial Receiving 
A receipt must be created in OWL Buy to confirm that goods or services have been received. Receipt 
creation supports invoice processing and supplier payment. If an order is received in multiple 
shipments or stages, a separate partial receipt should be created for each delivery received. To create 
a partial receipt:  

a. Locate the Purchase Order 
b. Select the Receipts tab on the Purchase Order 
c. Add “+” a Receipt  
d. Uncheck any items not received by selecting the check mark 
e. Create quantity receipt  
f. All fields are optionable – fill in as applicable 
g. Select “Complete” 
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