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PURPOSE 
 
This document explains the key activities involved in creating a receipt with an asset. It provides 
an overview of the sub-processes involved, as well as step-by-step procedural guidance to 
perform the activity. 
  
  



INFORMS Job Aid: Create a Receipt with an Asset 
   

 

3 

CREATE A RECEIPT WITH AN ASSET 

Step Action  

1.  Login to INFORMS 

2.  Navigate to Buyer 
Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer 

 
3.  Select the Receipts pane. 
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Step Action  

4.  Select Central Receiving. 
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Step Action  

5.  Select the Add button. 

 
6.  Input the Purchase Order Number into the designated “ID” field and select the Search 

button. 
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Step Action  

7.  On the "Selected Rows" tab, select on the Purchase Order line that corresponds to the 
items that are currently being received. 
Note: To select all Purchase Order lines, you can Select on the "Select All" hyperlink at 
the lower left-hand corner of your screen. However, please note that this action will 
also select any hidden lines. To view all receipt lines, you may Select on the "View All" 
hyperlink located at the upper right-hand corner of the table. 
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Step Action  

8.  Select the OK button. 

 

9.  Enter Receipt Quantity.  
Note: If the Asset Profile ID was included in the Purchase Order, you should be able to 
see a column named "AM Status". Please Select on the "Pending" link under this 
column, in order to add the physical attributes of the asset. 
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Step Action  

10.  Input the Tag Number on the Asset Information tab.  
Note: Tag number is obtained from ISD – Materials Management. 

 

11.  Select the More Details tab and input the asset details information required by ISD – 
Materials Management.  
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Step Action  

12.  Select the Ok button.  

 

13.  Select the Save button. 
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Step Action  

14.  A new receipt number will be generated.  
Select the Ok button.  

 

 
 


