
HOW TO RECEIVE IN THE SKYWARD WEB MODULE 
 

 

 

 

 

1.) FROM THE HOME SCREEN CLICK ON FINANCIAL MANAGEMENT. 

 

 

2.) CLICK ON THE PURCHASING TAB.  
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3.) THEN UNDER PURCHASE ORDER RECEIVING CLICK ON RECEIVING.  
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4.) CLICK ON ADD. 
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5.) ENTER THE PURCHASE ORDER NUMBER IN THE ENTER PO NUMBER 
BOX. 

 

6.) CLICK ON SEARCH BY PO. 
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**PLEASE NOTE: IF YOU SEE THE FOLLOWING MESSAGE, CLICK"OK" 
AND PROCEED. 

 

 



 

 

7.) ENTER QUANTITY RECEIVED. 

8.) INCLUDE ANY NOTES AND ATTACHMENTS (SUCH AS YOUR 
PACKING SLIP). 

9.) THEN HIT SAVE.  

A BOX WILL APPEAR FOR YOU TO ENTER A DATE. PLEASE PUT THE 
DATE ITEMS WERE ACTUALLY RECEIVED.  

 

THIS IS THE END OF HOW TO RECEIVE IN SKYWARD WEB MODULE. 
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