
Desktop Receiving

Shopping is Easy in UNT System Marketplace!



Receipts can only be created for 

catalog and non-catalog POs.

Service Form Request POs will 

require approval, not a receiver. 

To fully receive goods as a 

desktop receiver, search for the 

PO number on the global search 

on the top right of your 

homepage or by navigating to 

Orders menu > Search > Purchase 

Orders. Type the PO number into 

the search bar then select the 

hyperlink. 



On the PO, click the ellipses 

then select “Create 

Receipt.” A new window will 

popup and the check 

marked boxes can be select 

or unselected to receive one 

item or multiple items on 

the PO.

Use the top box 

to select all 

items at once!



Upon selecting “Create Quantity 

Receipt,” you should see this 

page. Packing Slip No., Tracking 

No., Notes, and other identifying 

information may be added but are 

not required. 

When creating a 

receiver for POs with 

multiple quantities, be 

sure to edit the quantity 

to the amount being 

received. Line items on 

the receipt may be 

labeled as received, 

returned or cancelled 

from the drop-down box 

under “Status.” Lines 

can also be removed, 

add returned or 

cancelled lines. returned

cancelled remove



After receipt has been submitted, you will be 

able to view what has been received, 

cancelled or returned on the PO. 



Please note, asset items that are “controlled” 

or “capitalized” will be received by your 

business unit’s Asset Management team. To 

determine if an item is controlled, look at the 

chart string under each line item and the 

account code will let you know. When 

departments create a receiver for 

controlled/capitalized items, the receipt will 

enter an approval workflow, similar to how 

invoices complete an approval workflow; 

however, the receipt will be rejected to 

prevent over-receiving in Marketplace. Any 

lines with a profile ID assigned must be 

received in EIS and not Marketplace. 


