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Receiving in eProcurement 
1. From the left-hand navigation, select 

eProcurement. 
2. Select eProcurement Home Page. 

The ePro home page appears. 

3. Select Manage Requisitions. 
The Manage Requisitions page appears. 

 
4. Enter criteria in the Search and Sort 

Requisitions group box. 
5. Click Go. 

Requisitions that match the criteria 
appear. 

6. Click the Receiving icon  for the 
requisition being received. 

The Select Items to Receive  page 
appears with the items waiting to be 
received. 

 
7. Turn on the checkbox for the item(s) you 

wish to receive. 

 

8. Click . 
The Receive page appears 

 
9. Enter the quantity of items received for 

each line listed. 
10. Verify the Unit of Measure for each line 

listed. 
11. Click Save Receipt. 

The Receipt Saved successfully page 
appears. 

 


