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Locate appropriate requisition to be received from the ePro, Manage Requisitions page and click the 
Truck icon: 

 
 
 
All line items that have not been received appear in the list.  Note on the bar, it shows how many lines 
items are being displayed (1-7 of 7).  If not all line items appear, click on the View All hyperlink. 

 
 
 
If receiving all line items, click the Check All button.  Note:  if receiving part of the line items, click on 
the box next to the appropriate line item(s) to be received. 

 
 
 



Click the Receive Selected button to create the receipt: 

 
 
 
Note New Receipt shows 1-7 of 7 items: 

 
 
 
Change Received Qty for each item (if applicable): 

 
 
 
When creating a direct receipt in ePro for merchandise received from a vendor paid through the Evaluated 
Receipt Settlement (ERS) process (e.g., Fisher Scientific and Office Max/TBS), the invoice number 
shown on the packing slip must be entered into the Packing Slip field. 

 



If the Packing Slip field is left blank when the “Save Receipt” button is clicked, the end-user will receive 
the following error message: 

 
 
 
Click OK and enter the invoice number into the Packing Slip field. 

 
 
 
Then click Save Receipt. 

 
 
 

 
 
 



Where do I get the invoice number?   
The invoice number appears on the packing slip that comes from the vendor with your merchandise.  
Below are two examples of packing slips. 
 
 
On Office Max’ Packing Slip, use the “Invoice Number” at the top middle of the page: 
 



 
 
On Fisher Scientifics’ Packing Slip, use the “Order Number” at the top of the page: 
 

 
 
 
Note:  Currently, the Packing Slip field is required for only those purchase orders issued to Fisher 
Scientific or Office Max/TBS; however, additional vendors may be added to the ERS process in the 
future.  
 


