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To enable payment of Invoices, goods or delivery of services is required to be 
acknowledged/recorded in ePro.  This activity will generally be completed by the individual who 
originally requested the goods/services 

Procedure 

To receipt good or Services, the existing receipts should be reviewed first, as described in Track 
Requisition Life Span. 

From the Manage Requisitions page, ensure you have the Purchase Order Number and then Select 
Manage Receipt 

 

Select Add New Receipt 

 

All Lines which have an order status of Purchaser Order(s) Dispatched or later will be displayed and 
will require that one or more lines are selected.  By selecting a line, you are indicating that you have 
received the goods and the next screen will then ask you to confirm either the received Qty or 
purchase price. 

 

http://www.adelaide.edu.au/technology/selfhelp/docs/diy-epro-track-requisition.pdf
http://www.adelaide.edu.au/technology/selfhelp/docs/diy-epro-track-requisition.pdf
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The receipted Quantity can either be accepted or over written and then Select Save. 

 

 

Note:  This is not an invoice or price checking process.  This activity will occur when Accounts 
Payable received the invoice from the Vendor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Us  

For further support or questions, please contact Financial Services on +61 8 8313 6466 or 
finsysad@adelaide.edu.au 


