How to create a receipt

1 Enter 'Find Purchase Order' in search bar on Workday Home screen

Kentucky Revised Statutes X State Preference Reposito: X ¥ Airtable - State Preference X Home - Workday

orkday.com/uofl/d/home.htmlid

L Q) Search J

s Enroliment
Enroliment - October 1-31, 2025

hnt medical coverage in 2026 must enroll in a medical plan during open enroliment.
hnt a Flexible Spending Account in 2026 must enroll in the FSA program during open enroliment.

make sure your personal information is up-to-date in Workday.

ocus on You It's Wednesday, Oc

for Worker/?- Ii\., Review Time \ \'\\ My Org Chart/j \\ Feedback on My Team/- I'\, Request Absence/" O
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2 Click "Find Purchase Orders"

Procurement Services Forr X Kentucky Revised Statutes X State Preference Reposite: X

c 25 myworkday.com/uofl/d/home.htmid

Airtable - State Preferenc

X

Home - Work

o UL (a

= Recent Searches
26 Benefits Enroliment
datory Open Enroliment - OctoRC RN TelEEE GRS

Pmployees who want medical coverage in ) Find Requisitions
bmployees who want a Flexible Spending

bmployees should make sure your persond I'm looking for...

People Tasks and Reports

Let's Focus on You

Drive

i v

E\ Enter Time for Worker | [ Review Time/\]I [ My Org Chart :3 [ Feedback on My Team
“ = o >y i 8 =

i Request Absence
N

3 Use the available filters to locate purchase order

)
/
-

Clear

)®

o= 2 Company =
o0
oo Recommended
E‘ o )
= (4+ CHO2 UofL Consolidated )
@ ’E (4 ULRF UofL Research Foundation )
= (4 ULAA UofL Athletics Association
0o
E Supplier { =

Order-From Connection ‘

Buyer ‘

Purchase Order Type ‘

Purchase Order ‘

Document Date On or After ‘ 89/08/2025 E
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Click "OK"

O o 2B

|

Right click on Related Actions

0 O o B3

Supplier

Order-From Connection

Buyer

Purchase Order Type

Purchase Order

Document Date On or After ‘ 09/08/2025 E ‘

Recommended

(4 cHo2 UofL Consolidated )

(4 ULRF UofL Research Foundation )

(+ ULAA UofL Athletics Association )

x Fisher Scientific Company

LLC

Find Purchase Orders

v Report Criteria

Supplier

Document Date On or After

Exclude Canceled Yes

Exclude Closed Yes

Purchase Orders 2 items

Purchase

Related Actions

o
™
=

@ (:++) \ P0-000002712

Q(---) | PO-000002753

-

a—
-o

09/08/2025

Company

ULSA University of
Louisville (+++)

ULRF UofL Research
Foundation (+++

Fisher Scientific Company LLC (***)

Purchase
Order Type

Status

Issued

Issued

Issue
Option

Email (+++)

Email (===

Buyer

Don Schwaniger (=++)

Don Schwaniger (»==



6  Click "See in New Tab" to view purchase order

5l Find Purchase Orders 4l
og
o0
np - -
|_?| o8 Report Criteria
—Q
A=, Supplier Fisher Scientific Company LLC (***)
—— Document Date On or After 09/08/2025
=]
0l
E Exclude Canceled Yes
Exclude See in New Tab
f:f Copy URL
Purchas Bapy
Purcha S R Ve Purchase Issue
Order o R ItATe e Company Order Type Status Option Buyer
__ Export to Excel - -
[ —— ULSA University of Issued Email 22+ Don Schwaniger (*+*
Louisville (==+)
@ Q(==+) | PO-000002753 ULRF UofL Research Issued Email (= Don Schwaniger (++*
Foundation (+*

7 Click "Related Actions PO-000002712"

Procurement Servic X Kentucky Revised x State Preference Re X ™ Airtable - State Pre! X Find Purchase Orde X

c % myworkday.com/uofl/d/inst/1$1303/1303$3295.htmld

MENU UL Q) Search

View Purchase Order

oo
= ]1]

Purchase Order  P0-000002712 €& Status  Issued

E

©

v Summary

illa Company ULSA University of Louisville (=**)
Purchase Order Type  (empty)
Supplier Fisher Scientific Company LLC )

Currency usp =2
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8  Click "Receipt" and hover over arrow until Create appears. Click on Create.

View Purchase Order

Purchase Order  P0-000002712 €D

Actions
Purchase Order
v Summary
Purchase Order > PO-000002712
Company ULSA University ~ Accounting >
Purchase Order Type  (empty) faroals 4 Status Issued Purchase Order Lines
_ . g Receipt Create 1 .
Supplier Fisher Scientific . any ULSA University
Roles > of Louisville Line  Company
Currency UsD (=)
Document Date 09/30/2025 1 ULS.A yniver
Document Date 09/30/2025 Lousville
Purchase Order Type  (empty)
Line Total Amount 8,082.36 2 ULSA Univer
Supplier Fisher Scientific Louisville
Requisition Type Standard Purch: Company
LLC 3 ULSA Univer
Louisville
v Terms and Taxes «

9 Enter tracking number if desired, but not required.

Create Receipt

Document Number * % P0-000002712 (Fisher —_
Scientific Company LLC) —

Tracking Number
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10 Click "OK"

‘eate Receipt

x P0-000002712 (Fisher )
Scientific Company LLC) —

cument Number *

icking Number ‘

Cancel

11  Enter receipt information and submit

reate Receipt Rc-00001004 for PO-000002712 C

Purchase Orders Supplier o Status Total Amount Currency
P0O-000002712 (.- Fisher Scientific Company LLC (-++) Draft (=) $0.00 UsSD (-++)
Information Attachments Lines
16 items Sort By: ~
Line Information
S h
,Q eare ltem Description  ANTI-H CD3 AF700 100 T
Goods Lines

PO Line P0-000002712 - Line 1 (++*)
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