
How To Create Receipts in CUNYfirst 
1: Sign in to CUNYirst. 

2: Click on Payable Operations on drop down menu 

 

 

 

 

 

 

 3: Click on Purchasing tile. 
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4: Click on Receipts in left side menu 

 

5: Click Add / Update Receipts 

 

6: Click Magnifying glass on “Business Unit” to select a business unit associated with the PO. 

  



7: Once Business Unit is selected, click ‘Add” 

 

 

8: Type the PO # in the field ID, and click search. 

 

 

 

 

 

 



9: Scroll down and select check box for line to receipt. Make sure that it matches with the order 
received. 

 

 

10: Click OK 

 

 

 

 

 

 

 

 



11: Once receipt line is matched with the invoice or packing slip, Click “Header Comments / 
Attachments” link at the top. 

 

 

12: In the comments section, type the invoice # or packing slip # associated with the PO.

 

 

 

 

 

 

 

Insert Comments if needed. 



13: Click “Attach” in the attachment section. 

 

 

14: Click “Choose” File” to attach file

 

 

 

 

 

 



15: Once file has been added, click “Upload”  

 

 

16: Scroll down and click OK. 

 

17: Click Save to save the receipt.  

 

 



 

Once saved, it will provide you with a receipt number. 

 

Note: Depending on the items that is being receipted, it will trigger an inspection. Please review 
the inspection training material on our website for more details. 

 

For Inquiries or assistance, please feel free to contact: 

Accounts Payable Department E-413 

Ext: 5723 

AP@lagcc.cuny.edu 
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