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Creating a Receipt 
Once you have the Purchase Order you wish to receive pulled up, you should follow this flow to 
ensure that the receiving is done fully and correctly! 

1. From the Sidebar, click the ‘Truck’ icon to navigate to the “Receipts” tab 
2. Check that there are no RECs listed with “Draft” in the Status column 

a. If there are, you should open the one with an amount in the Received column 
and skip Step 3 

3. If all checks out, click “Create Receipt” at the top 
4. Update the “Name” to reflect the receipt type and Actual receipt date 

a. Ex. “Final Delivery-11/30/22” or “Partial-Lines 1&2-11/30/22” 
5. Update the “Delivery Date” to the Actual receipt date 
6. Click “Save” at the top 
7. You should now see the items populated at the bottom. RECs default to a Full 

Receiving but you can do a partial. Use 


