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Receiving ScenariosReceiving Policies

 Immediately receipt your purchase order once items
or services are received.

 Do not enter a receipt for more than what you receive.
**Only receipt items or services you actually
received**

 Do not fully receipt an amount only purchase order (i.e.
Proftech) all at one time.
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Before entering the receipt, the Requisitioner is required to perform any functional inspection of the goods to determine quality of the order. The Requisitioner will then have the responsibility for entering a receipt to the CUNYfirst system using the casual receipt functionality in eProcurement. Quality and return to vendor issues will be handled outside of the CUNYfirst system.The Requester records only the accepted quantity or amount for each receipt entered. The purchase order lines that have been received and inspected are then available to be copied into a CUNYfirst Accounts Payable Voucher to be paid.Incorrect Items Received: Purchasing to determine if any changes to PO are required and execute as appropriate.Defective Goods:  Enter comments on quantity damaged Scan & attach packing slip



Receiving ScenariosReceiving Policies

 Incorrect items received
 Contact the Purchasing Department Ext. 5525

immediately.

 Goods are damaged or broken
 If goods are damaged/broken – Notify Purchasing

immediately so they can help further assist with the
return process.
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Before entering the receipt, the Requisitioner is required to perform any functional inspection of the goods to determine quality of the order. The Requisitioner will then have the responsibility for entering a receipt to the CUNYfirst system using the casual receipt functionality in eProcurement. Quality and return to vendor issues will be handled outside of the CUNYfirst system.The Requester records only the accepted quantity or amount for each receipt entered. The purchase order lines that have been received and inspected are then available to be copied into a CUNYfirst Accounts Payable Voucher to be paid.Incorrect Items Received: Purchasing to determine if any changes to PO are required and execute as appropriate.Defective Goods:  Enter comments on quantity damaged Scan & attach packing slip
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Comments / Suggestions
If there is material on this training guide 

that is confusing or if you have a 
suggestion as to how to improve it

Please Contact:
Accounts Payable at 

ap@lagcc.cuny.edu or at ext. 5723
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