Creating a Receipt

e 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”
OWLBUY  Tomvumemo Alw Search (Alt+Q) a e7usD W QO @ D
Purchase Order * W.B. Mason * PJ000021 Revision 0 B @& -+ 1of119Resuts v >
Status Summary Revisions 1 Confirmations Shipments Change Requests 1 Receipts Invoices >
Summary -l
Records found: 0 +
Details ~
There are no receipts for this PO.
Supplier Status
Qent Tn Qunnlier

PJ000021: Create Receipt

Line Net Qty Net Cost Catalog No. Size/Packaging Unit Price Quantity Ext. Price \/
Received Received

- - Colored Cardstock, 65 WAU22741 24.79 \/

Ib, 8.5"x 11", Gamma
Green, 250 Sheets/Pack

Create Quantity Receipt Cancel

© Receipt Created

Summary Next Steps

Receipt No YJ000099 =3 Create Qty Receipt

Created for the PJ000021 [
PO No(s)



Summary

Receipt Name

Receipt No

Receipt Date

Packing Slip No.

Supplier Name

Received by

Receipt Address

OWLBUY Tux

Quantity Receipt * 846864 B - Save Updates .

All v Search (Alt+Q) Q  6279USD W 01D D

Comments Attachments History
Summary -l
2026-10-25 coten1@southernct.edu 01 Carrier Other v “
Details v

To Be Assigned .
Tracking No.
Creation Date 10/25/2026,11:13:54 PM

10/25/2026

Source Manual
. Flexible Text Field
mm/dd/yyyy
Supplier W.B. Mason
Flexible Text Field 2 Received by Nina Cote
W.B. Mason v
Flexible Drop Down v Total (24.79 USD)
Nina Cote Charge Amount
Attachments Add Subtotal 24.79
5 No addresses defined in profile. 24.79
Attn: Nina Cote
Related Documents v
Athletics Notes
Southern Connecticut State University purchase Order: PJ000021 2
BLDG/RM: Y
615 Fitch Street 1000 characters remaining

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.

e "m0 o0 T

Locate the Purchase Order

Select the Receipts tab on the Purchase Order

Add “+" a Receipt

Uncheck any items not received by selecting the check mark
Create quantity receipt

All fields are optionable —fill in as applicable

Select “Complete”



P0065763: Create Receipt X

Line Net Qty Net Cost Catalog No. Size/Packaging Unit Price Quantity Ext. Price D
Received Received

Single LED Fluorescent  RAFFSULH 14.21 \/
Lamp Holder with

Umbrella Socket

RAFFSULH

GorillaPod Mobile JOJBO1713BWW EA
Vlogging Set
JOJBO1713BWW

Create Quantity Receipt Cancel
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