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How to create a receipt

1 Enter 'Find Purchase Order' in search bar on Workday Home screen
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2 Click "Find Purchase Orders"

3 Use the available filters to locate purchase order
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4 Click "OK"

5 Right click on Related Actions
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6 Click "See in New Tab" to view purchase order

7 Click "Related Actions PO-000002712"
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8 Click "Receipt" and hover over arrow until Create appears. Click on Create.

9 Enter tracking number if desired, but not required.
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10 Click "OK"

11 Enter receipt information and submit


