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Log into iProcurement: 
· Click on the tab ‘Receiving’ 
(top left of screen)
· Click on ‘Receive Items’
· Click on the ‘Clear’ button to 
remove your name from the Requestor field
· Tab down to ‘Order Number’ and type in the encumbrance number (contract number) i.e. EN14TEG001 (remember it is case sensitive, so you will need caps on) ***NEW – if you type slowly it will search as you key digits.
· Click on ‘Go’
· Scroll down to see information
· Click on the select button on the far left
· ENTER the actual amount of the invoice in the ‘Receipt Quantity’ field (gross amount BEFORE GST and PST or holdback)
· Click ‘Next’
· Leave the ‘Receipt Date’ defaulted to the current date
· Enter the Invoice Number in the ‘Waybill’ field
· In the ‘Receipt Comments’ field, Note the LINE number you are receiving against (shown on first screen)
· Click ‘Next’
· Review your information and if OK, click ‘Submit’
· Watch on the far left, a new column will appear with a ‘Receipt Number’ in it.  Record the receipt number (not the requisition number) in the table in the eInvoice email template and in the appropriate cell in the coding apron.
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