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Purchase Order Receiving 
 

Purchase Orders are used to purchase materials from Contractors (vendors).  Purchase Orders with a status 
where the Status Flag is Finalized can be received. 

 

1. There are two ways to start a Purchase Order Receiving; from the Purchase Receive application or the 
Purchase Order application. 

2. OPTION 1: From the menu, under Purchasing – Purchase Receive 

 

a. Click Purchase Receive hyperlink and then click . 

Note: Do not click SEARCH here. Go to the next step to find the issued Purchase Order. 

b. Alternatively, you can click  from the menu. 

 

c. Fill in the search screen to find the Purchase Order you want to do the receiving for and then 

click  
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d. Click the Purchase Order hyperlink to select the Purchase Order. 

 

3. OPTION 2:  From the menu, under Purchasing – Purchase Order 

 

a. Click Purchase Order hyperlink and then click  

i. Alternatively, you can click  from the menu. 

b. Enter the criteria needed to find the Purchase Order  

 

and click . 

c. Find the Purchase Order you need to update and click the PO Code hyperlink. 
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d. Click the Purchase Receive hyperlink. 

 

4. Once you have found the Purchase Order, you can start the receiving. 

 

5. Update any of the fields that need additional information. For example, 

a. Description 

b. Warehouse 

c. Packing Slip Number and Date 



Purchasing                                                                                                                   AiM User Guide 

 

Revised: June 1, 2023                                                                               Proprietary and Confidential | Page 4 

 
6. If a quantity other than what was ordered is received, click the hyperlink for the appropriate Receiving 

Line Item. 

 

 

If the ordered quantity does not match the received quantity, adjust the Quantity to match the actual 
number received. You can chose to Reject extras or accept them. 

7. If there are Rejections, click  

 

8. Enter a description and the Rejection reason by clicking  and select the rejection reason. 
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9. Enter the Quantity being rejected. 

 

 

10. Click  

 

11. Click  
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12. When everything is complete, set the Status to with a status flag of Finalized. 

 

13. Click  

 

14. You are now ready to Disburse the order. 
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