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        How a PI Creates a Fully Received Receipt 
              Please create a receipt when goods or services have been received against a purchase order 

 
1. Log in to Workday using your ID and Password. 

 
2. In the search bar, type in Create Receipt  and click on Create Receipt . 

 
 

  
 
 
 
 
 

3. After you enter Create a Receipt and click in the search space, then click on Create a 
Receipt , and the Create a Receipt pop-up box will appear as shown in Figure 2, 
below. Check the Fully Received Box . Then click on the drop-down menu         
and you will have two choices to select Most Recent Documents or POs in last 24 
months by Suppler as shown in Figure 3 below . We are choosing Most Recent 
Documents . Another pop-up box will open as shown in Figure 4 and select your PO 
order  for the receipt you are creating. Then click Ok  as shown in Figure 3 below. 
The Create Receipt screen will appear as shown in Figure 5, on Page 2 with the 
details outlined in Figure 6, on Page 3. 
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Figure 5 
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PLEASE NOT:  DO NOT USE THIS ATTACHMENT BOX TO ATTACH PROOF. 
GOTO NUMBER  ON THIS PAGE AND CLICK THAT ATTACHMENT TAB 
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4. After clicking Ok,  as shown in Figure 3, Page 1, the Create Receipt screen will 

appear as shown in Figure 5, on Page 2 and the following is what you must complete 
to continue the process. First, let's address the Error in Red . We click on the Error 
in Red , the error message will appear as shown in Figure 6 below. We need to 
attach proof of receipt, which we will be doing in this step.   
 
After we attach the proof, the error will go away. We need to enter the Quantity to 
Receive  field in Figure 5, on Page 2. When we enter two in the Quantity to Receive 
field, the Fully Received Box  will auto-populate with a check mark because it equals 
the Quantity Ordered . In the Memo  field, enter any information you deem 
necessary. Now Select Attachments . The Attachment Screen will open as shown in 
Figure 7 below. Click on Edit . A new attachment window will open as shown in Figure 
8, on Page 4. Click on the drop-down menu       and select the Attachment Category 
from the list and enter additional information in the Memo Box . Then click Submit  
as shown in Figure 5, on Page 2.  

 
Please Note: PO with multiple Lines: When a PO includes multiple lines, you must indicate 

the quantity received for each line. 
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5. After clicking on Edit  in Figure 7, on Page 3, the new attachment window will open as 

shown in Figure 8 below.  
 
Click on Select Files  and attach your document(s) that are proof or attestation of the 
receipt of goods from your files. After you upload your file(s), an Attachment pop-up box  
will appear, as shown in Figure 9, on Page 6.  
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6. After you upload your file(s), an Attachment pop-up box will appear, as shown in 

Figure 9, below. Click on the drop-down menu       and select the Attachment 
Category  from the list and enter additional information in the Memo Box . Click 
Upload  if you want to attach another document. Then click Save . After you click 
Save, the Submit Screen will open as shown in Figure 10 below. Click Submit . 
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7. After clicking Submit  in Figure 10, on Page 5 a pop-up box will appear as shown in 
Figure 11 below.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 11 
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