
PReqs Receiving Guide 
This guide demonstrates the process of receiving goods for the Receiver on PReq orders to an outside vendor.  
The receiver should be someone other than the initiator to ensure proper segregation of duties.  The receiver 
should compare the received items with the original purchase request to ensure the correct item is received.  
Any damaged or incorrect items should be returned immediately for credit.  Accounts Payable should be notified 
to ensure that the invoice is not paid until the correct or undamaged item is received. 
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Accessing Your Receipts 
Sign In to 

Employee Self Service 
https://hris.uiowa.edu/portal/ 

Go to the 

ADMINISTRATION tab 
>Systems box> 

E-Pro(E-Vouchers & PReqs) 

Continue by clicking PReqs 
Go to the PReqs Home> 

Receiving Worklist 
Or by Email 

 

 

 

 
 

 

PReqs Which Require Receiving 
Recording receipt of items is required on ALL purchases.  Proper receipt includes recording the date the items 
are received and who receives the items.  In addition, the University requires electronic receipt in PReqs on the 
following items: 

• An IACT of 6730, 6731 or 6740 
• A PReq Total  ≥ $10,000 
• A PReq Total ≥ $5,000 and uses an IACT between 6200-6235 
• A Blanket Order (starting with a B) with IACT between 6200-6235 or 6730, 6731 or 6740 
• A Contract Orders (starting with a C) with an IACT between 6200-6235 or 6730, 6731 or 6740 
• Blanket Order Vouchers that are ≥ $10,000 
• Has Non-Inventory Items where Receiving is not already checked as “Required” 

When one of these requirements listed above are met on a PReq, the Receiver has the three different ways to 
bring up the Requisition so that they can complete a PO Receipt; either through Email Notification, or on PReq 
Home Worklist, or by the Requisition Search Center. 

PReqs Receiving Email Notifications 
An email will be sent to the designated Receiver indicating a need for a Receipt. When the goods are accepted, 
the Receiver is required to enter the Receipt information on the PReq and provide the equipment information 
when appropriate. 

RECEIVING INFORMATION IS REQUIRED IN ORDER FOR THE PAYMENT TO BE PROCESSED ON CORRESPONDING 
VOUCHERS AGAINST THE PURCHASE ORDER. 

Receiver Email 
The Receiver that is selected on 
the PReq will receive an email 
with a link to the PReq after the 
PO number is assigned.  This 
email is just letting you know a 
requisition has been created with 
you as the Receiver 

 

1 | P a g e  
PReqs Receiving Guide 

https://hris.uiowa.edu/portal/


AP/PO Voucher Email 
Receivers will also get an email when the voucher is created for payment with links to the Voucher to view the 
Invoice and a link to the PReq to enter Receipt. It’s important to review the Vchr Gross Amt, Recv Reqd, and PO 
Receipt fields. 

 

Receiving Worklist  
The Receiving Worklist will show Receivers the POs that are assigned to them 
only that needs to be received.  These are listed on the PReqs Home page and 
sorted by Purchase Orders that are not received, partially received and fully 
received receipts assigned to your HawkID. 

 

Click the link to view the 
Receipt Center which displays a list of 
Purchasing Orders that require a 
Receipt.  Click the column headings to 
sort and click the Req ID # to take you 
directly to the Receiving page. 

PReqs Search Center 
Receivers may also use the search center to enter certain criteria to find PReqs to be received. 

On the sidebar, click Req Search Center. 

 

The Receiver can search for receipts by HawkID, Receipt ID, and/or Status.  Receipt IDs are assigned when items 
are received and saved.  Entering a date or range will narrow your results. 

At the bottom of the Search page are four receipt search fields. 
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There is a Yes/No for Receiving Required, or type the Receiver (by HawkID), or Receipt ID. 

…and/or select the preferred Status.  Click Search. 

The statuses to use are: PO Not Received, PO Partially Received, and Fully Received.  

When the Req is displayed, click on the Receiving button underneath the workflow approval section.   

 

Entering Receiving Information 

Receiving by Quantity 
This is an example of the Receiving page to enter a quantity which has not been received. 
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Enter the date and quantity the goods/services were received and the and/or rejected.  Indicate the reason if 
any are rejected.  If the Received Date is the same as the Date Entered, the receiver will receive a message 
asking, "Are you sure these goods/services were received today? The receipt date should be the actual date the 
goods/services were received." 

Add the Invoice/Voucher/Packing Slip number and any pertinent comments.  It is helpful to put the voucher 
number referenced from your email. 

 
Comments are added by clicking on the dialog bubble  

  The bubble will fill with dots if it contains a content.   

When the PReq has multiple line items, each line must be received. 

Click  once all lines you want to 
receive are entered.  A pop-up window will ask you to verify if 
quantity is correct. 

 
A Receipt ID is assigned. 

 
The system keeps a running total of quantities or amounts received.  This line as a quantity of 7.  On 5/16/11, 
Receipt # 1000026783, 5 were received but 2 damaged, so only 3 remain.  On 6/16/11, Receipt # 1000026784 
another 2 were received, resulting in 5 total received. 

Just click the   if you need to add another receipt or the  to delete the line before you save. 

 
Receipts will group by month/year for easier viewing. 
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Note:  Receipt status 
updates every 15 mins. 

If you try and enter a receipt in which you are the initator or requester, you will receive this message: 

 

Receiving by Amount 
Instead of quantity, items may be received by “Amount”.  PReqs ≥$5K with IACT’s 6200-6235, 6730/6740, or 
Blanket Orders (beginning B or C) you will see the $ and “Amount Received”.  

IACT’s 6730/6740 will require you to fill in the Assets fields:  
Serial #, Model #, Location, and Custodian.  You will receive 
an error if these fields are not filled in.  

  
The Receipt Status will change after the process runs. 

 

Negative Lines 
Negative lines will not require you to enter any quantities or amounts: 

 

 

Receiving on Freight 
Only receive on freight if it has its own line item.  Do not add it with the good or service. 
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Receiving Attachments 
If you’d like to upload the Packing List, just browse for the file and click Upload Attachment.  Be sure to save to 
apply changes.  It is not possible to send documents back to the Vendor at this time.  You may view the attached 
file on the PReqs main page or on the Receiving page. 

 

AP-PO Voucher Email 
When the voucher is created for payment, the Requester/Initiator will receive and email. 

 
It’s important to review the Vchr Gross Amt, Recv Reqd, and PO Receipt fields. 
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The Receiver clicks on View PReq (may need to sign into PReqs). 

 
…then click on the Receiving button. 

 
Follow the previous instructions for receipt of goods.  Save and Update Receipt Status. 

 
ALWAYS REMEMBER TO CLICK “SAVE AND UPDATE RECEIPT STATUS”! 
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AP-PO – PO Report 
You can access a great deal of information about the PO, Voucher, and Payments in from the queries in AP/PO.  
Under the Administration Tab in Self Service, click AP-PO People Soft. 

 
Click on Purchase Order Report and enter the PO number. 

 
This shows the PO is “Receiving Required”, by “Amount”, and the status of “Partially received”. 

Since there is a negative 
Remaining, the PO should 
be reviewed by the 
department and Purchasing 
Agent.  Money may need to 
be added for vouchers to 
pay. 

Click View Invoices applied 
to this PO. 
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 Two vouchers below are open, awaiting payment.  
Click the voucher link for the Voucher Report or Paid to 
see the details of the payment. 

AP-PO – Receipt Status Report 
Under the Administration Tab in Self Service, click AP-PO People Soft. 

 

Click on Receipt Status and enter your criteria.  

 
A list displays: 
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