Entering a Receipt in BuyWays:

To verify the receipt of goods or services, you will need to login to BuyWays and enter a reciept.

e Enter the purchase order (PO) number you wish to access and click the magnifying glass to
search and then select the correct PO from the results list.
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e Next, go to the “Receipts” tab
Status Revisions o Confirmations Shipments Change Requests nvoices Comments Attachments o Ristory

e Click the “+” and choose “Create Quanity Receipt” or “Create Cost Receipt”

Records found: 0 |:> +

Create Quantity Receipt
There are no receipts for this PO

Create Cost Receipt

e The reciept will automatically populate with the PO information, you can edit this informaiton
based on the quanity or amount

e You will need to enter the packing slip number
o Note — If you do not have a packing slip, you may use the invoice number or any
reference number you choose

e Review all lines for quanity or cost accuracy

e Select “Complete” at the top or bottom of the page


http://www.clemson.edu/procurement/faculty-staff/index.html

