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Purchase Order Receiving  
 

The purpose of creating a receiving record is to document that goods that have been ordered 
have been received before invoices are paid. Entering these records allows Accounts Payable 
personnel to match the purchase order, purchase order receiving record, and the accounts 
payable invoice to ensure that all pieces match prior to payment to the vendor. You may receive 
each item individually or you may receive all items at one time.  
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Procedures 
To enter a receipt for all items on a purchase order:  
1. Navigate to the Purchase Order Quick Receipt program. 

Munis > Financials > Purchasing > Purchase Order Processing > Purchase Order Receiving 
 

 
2. Use the Advanced Search feature to find the purchase order for which to receive items. 
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3. Click the link in the PO Number column.  
The program refreshes the screen to display the purchase order information. 

  
4. Select the Full Shipment check box in the Ordered Items group.  

The program completes the Quantity Receiving field with the quantity to receive. 

 
5. If the purchase order should be closed after the receipt is completed, select the Close PO 

check box.  
6. Update the Received Date for the shipment. The default value is the current date.   
7. Enter a packing slip number, if applicable.   
8. Click Save. 

The program saves the entries and displays a confirmation message. 
9. Click OK.  

The program updates the Total Received column. 
For inventory items, the program displays the Inventory Transactions > Receipts program. 

10. Enter an expiration date, if applicable, and then click Save.  
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Attaching the Invoice to the Receiving Record 

1. Find the receiving record you wish to attach the invoice with . 

 

1. Click on the Attach Icon.  
2. Select PO Receivable for the Document Type. 

 
 
 

TIP: The very first time you click on Open TCM, your computer will search for the required 
software programs.  BE PATIENT.   It may be several moments before you see any 
indication that the computer is searching for these files, and it appears that nothing is 
happening.  Eventually you will be prompted to install software. Select OK or Run to install 
the software.  
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3. Click on the New icon  in the top left corner of the TCM window. 

 
 

4.  Enter information about the document in the Description and Notes. 
5. If the packing slip has already been scanned and saved, click on the Import icon to find and 

attach the document.  
6. If you need to scan this document now and directly attach it to the Munis record: 

o Place the document in the scanner. 
o Be sure the scanner is turned on and properly connected to your computer.  

o Click on the Scanner icon.  

7. Click on the  icon on the top menu bar to save the attachment. 

8. Click on  to return to the Receiving record. 
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