
RECEIVING IN GOVS SUITE
Click to add text



RECEIVING
Creating receipts for purchase order items



RECEIVING
• Navigator will open a list of various modules.
• Go to Procurement and My Receipts



RECEIVING
• Note the business unit in the 

top. You must switch between 
University/Foundation 
depending on the PO

• The “Orders to Receive” page 
is used to identify orders for 
which you have not created 
receipts.



RECEIVING
• If the line items you need to 

receive are not showing up, 
click on your name under the 
search bar and it will bring up 
all your line items that are 
open.

• You can also type in the 
supplier’s name and choose it 
when it drops down to 
narrow the search.



RECEIVING
• All line items that are open 

will show up.
• The Receive Now button will 

receive the entire amount of 
the line item.

• The icon in the bottom right 
of the box is Receive with 
Details. If you need to 
partially receive this line, you 
could click on it.



RECEIVING
• Receive with Details
• Change the quantity to 

how many you have 
received or the cost to 
the amount that needs to 
be paid.

• Click Create
• The line item will now 

show Partially received.
• If the supplier sent the 

invoice to you, forward it 
to Accounts Payable.
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