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1 How to Receipt Goods and Services 
 
This guide explains how to receipt a purchase order for Goods and Services.  
 
Once you receive the goods or services relating to your purchase order (PO), you should receipt the 
PO on OneFinance so that the invoice can be paid. If the invoice details match the PO, it will 
automatically get paid and you won’t see the invoice. Therefore, you should treat the receipting 
function as authorising payment.  
 
This guide will show you how to receipt a PO prior to the invoice arriving to Accounts Payable and 
how to receipt a PO after an invoice has arrived with Accounts Payable. 
 
Listed below is a list of the types of requisitions that can be created to purchase goods and services, 
and their related purchasing guides:  
 

 Buying from the Internal OneFinance Catalogue – frequently purchased items held in the internal 

OneFinance catalogue. 

 Buying from the Web Catalogue - Office Depot Purchases 

 Buying Ad Hoc Items- goods and services which are not in the internal catalogue 

 Raising a Blanket Order - for regularly delivered products or services 

 How to Approve or Reject a Requisition 
 

2 Receipting Goods  
 
When you raise your purchase order, there will be a field that states ‘Goods/Services’. If you select 
‘Goods’, you will be prompted to enter a quantity. When it comes to receipting the purchase order, 
you will then only be able to receipt by quantity.  
 
The below steps demonstrates how you would receipt a PO prior to the invoice arriving to Accounts 
Payable.  
 

2.1 Getting Started 
 

1. Login to OneFinance. 
 

2. Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.  
 

 
 
3. Select My Purchase Orders tile 

 

https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-from-the-Internal-OneFinance-Catalogue.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-from-the-Web-Catalogue-Office-Depot.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Buying-Ad-Hoc-Items.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/Raising-a-Blanket-Order.pdf
https://info.lse.ac.uk/staff/divisions/Finance-Division/assets/OneFinance-Guides/Procurement/How-to-Approve-or-Reject-a-Requisition.pdf
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A list of purchase orders you have raised will open.  
 

 
4. Scroll down to the purchase order you want to receipt and select it. 
 

 
 
5. Or you can search for the purchase order number in the search bar. 
 
  

 
 

 A natural view of the requisition is displayed on the right, like the example shown. 
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2.2 Receive Order Lines  

6. Once you’ve selected the PO you want to receipt, select the   in the top right corner, 

followed by  
 

 

2.3 Receive Goods  
 
7. You will then be taken to the Receive Goods screen. 
 
8. Select the quantity that you want to receipt. In this example, we have a quantity of 1, but you 

may have a higher quantity. You should receipt the quantity that you have received. 
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9. Click on the  button to place the item in the shopping cart. Please note that although 
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.  
 
The item is added to the shopping cart (top right corner of the screen), indicated like the 
example shown. 
 

 
 

 To review the contents, click on the  and the items is displayed like the example shown 
 

 

 You can also delete the item by selecting  
 

 Click the  again to hide what is in the cart 
 

2.4 Approve 

10. Click on the  button. 
 
The item is added as line in the receipted items. 
 

 
 

 The Goods Receipt number is displayed in the banner at the top left of the screen 
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 A natural view of the requisition is displayed on the right like the example shown. 
 
 

 

 

11. If all the details are correct, click  in the top left corner of the screen.  
 
The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted 
ready to match with an invoice.  
 

 
 
 

2.5 Purchase Order Status  
 
If you repeat steps 1 – 5 to find the PO you just receipted, you will notice that the status has 

changed to  
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PO status’ include: 

 
 On Order – where the PO has been generated and you are awaiting delivery of the 

Goods or Service 

 Partially Received – where you have received part of the order but not all of it, so you 
have receipted the part you’ve received (e.g. 3 out of 5 milk cartons)  

 Partially Invoiced – Where you have receipted part of the order and matched it with an 
invoice.  

 Fully Received – where you have received all the PO.  

 Fully Invoices – where the PO has matched with an invoice and its waiting to be paid.  

 Complete – where the PO has matched with an invoice and it has been paid.  
 
 

 

3 Receipting Services  
 
When you raise your purchase order, there will be a field that states ‘Goods/Services’. If you select 
‘Services’, the quantity field will disappear, and you will only have to enter the total cost of the 
services. When it comes to receipting the purchase order you will then only be able to receipt by 
the amount.   
 
The below steps demonstrates how you would receipt a PO prior to the invoice arriving to 
Accounts Payable.  
 

3.1 Getting Started  
 

1. Login to OneFinance. 
 

2. Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.  
 

 
 
3. Select My Purchase Orders tile 
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A list of purchase orders you have already raised will open.  
 

 
4. Scroll down to the purchase order you want to receipt and select it. 
 

 
 
5. Or you can search for the purchase order number in the search bar.  
 

 
 

 A natural view of the requisition is displayed on the right, like the example shown. 
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3.2 Receive Order Lines  

6. Once you’ve selected the PO you want to receipt, select the   in the top right corner, 

followed by  
 

 
 

3.3 Receive Goods  
 
7. You will then be taken to the Receive Goods screen. 
 
8. Select the amount that you want to receipt. In this example, we have an amount of £1000, but 

you may have a higher or lower amount.  
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9. Click on the  button to place the item in the shopping cart. Please note that although 
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.  
 
The item is added to the shopping cart (top right corner of the screen), indicated like the 
example shown. 
 

 
 

 To review the contents, click on the  and the items is displayed like the example shown 
 

 

 You can also delete the item by selecting  
 

 Click the  again to hide what is in the cart 
 

3.4 Approve 

10. Click on the  button. 
 
The item is added as line in the receipted items. 
 

 
 
 

 The Goods Receipt number is displayed in the banner at the top left of the screen 
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 A natural view of the requisition is displayed on the right like the example shown. 
 
 

 

 

11. If all the details are correct, click  in the top left corner of the screen.  
 
The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted 
ready to match with an invoice.  
 

 
 
 

3.5 Purchase Order Status  
 
12. Go the Purchasing tab on the role’s navigation bar at the bottom of the screen.  

 

 
 
13. Select My Purchase Orders tile 
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A list of purchase orders you have already raised will open.  
 
If you repeat steps 1 – 5 to find the PO you just receipted, you will notice that the status has 

changed to  
 

 
 

PO status’ include: 

 
 On Order – where the PO has been generated and you are awaiting delivery of the 

Goods or Service 

 Partially Received – where you have received part of the order but not all of it, so you 
have receipted the part you’ve received (e.g. 3 out of 5 milk cartons)  

 Partially Invoiced – Where you have receipted part of the order and matched it with an 
invoice.  

 Fully Received – where you have received all the PO.  

 Fully Invoices – where the PO has matched with an invoice and its waiting to be paid.  

 Complete – where the PO has matched with an invoice and it has been paid.  
 

 

4 Receipting Goods/Services After the Invoice Has Arrived  
 
You may forget to receipt your PO before the invoice arrives in OneFinance. If this happens, you 
will receive an email from OneFinance that states: Purchase Order match could not be performed 
as Goods Receipts are unable to be invoiced for the identified Purchase Order.  
 
The below steps demonstrate how you would receipt a PO after the invoice has arrived to 
Accounts Payable.   
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4.1 Getting Started 
  
1. Login to OneFinance. 

 
2. Go the Home tab on the role’s navigation bar at the bottom of the screen.  

 

 
 
3. Select My Tasks tile 

 

 
 
A list of tasks you need to action will come up. 
 

 
4. Select the invoice you want to match with your PO.  
 

 
 

 A natural view of the Unknown Goods Receipt is displayed on the right, like the example 
shown. 
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4.2 Receive Goods 

5. Once you’ve selected the invoice you want to receipt your PO against, select the   in the 

top right corner, followed by  
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6. You will then be taken to the Receive Goods screen. 
 
7. Select the quantity (for a Goods PO) or amount (for a Services PO) that you want to receipt. 

In this example, we have a quantity of 1. 
 

 

8. Click on the  button to place the item in the shopping cart. Please note that although 
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.  
 
The item is added to the shopping cart (top right corner of the screen), indicated like the 
example shown. 
 

 
 

 To review the contents, click on the  and the items is displayed like the example shown 
 

 

 You can also delete the item by selecting  
 

 Click the again to hide what is in the cart 
 

4.3 Approve 

9. Click on the  button. 
 
The item is added as line in the receipted items. 
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 The Goods Receipt number is displayed in the banner at the top left of the screen 
 

 
 

 A natural view of the requisition is displayed on the right like the example shown. 
 

 
 

10. If all the details are correct, click  in the top left corner of the screen.  
 
The Goods Receipt will then state: ‘Workflow Complete’, and the Goods have been receipted 
ready to match with an invoice.  
 

 
 
11. The task will then disappear from the My Tasks tile and you will receive an email to say the 

invoice has been accepted.  
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4.4 Purchase Order Status  
 
12. Go to the Purchasing tab on the role’s navigation bar at the bottom of the screen.  

 

 
 
13. Select My Purchase Orders tile 

 

 
 
A list of purchase orders you have already raised will open.  

14. Un-filter the search by selecting   (top left of the screen) followed by  
 

15. You can then search for the purchase order number you just matched in the search bar. You 

will notice that the status has changed to  
 

 
 

PO status’ include: 

 

 On Order – where the PO has been generated and you are awaiting delivery of the 
Goods or Service 

 Partially Received – where you have received part of the order but not all of it, so you 
have receipted the part you’ve received (e.g. 3 out of 5 milk cartons)  

 Partially Invoiced – Where you have receipted part of the order and matched it with an 
invoice.  

 Fully Received – where you have received all the PO.  

 Fully Invoices – where the PO has matched with an invoice and its waiting to be paid.  

 Complete – where the PO has matched with an invoice and it has been paid.  
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4.5 Other Actions Available  
 

4.6 Resubmit 
 
16.1  Repeat actions 1 – 4. 

16.2 Once you’v selected the invoice select   in the top right corner  
 

 
 

 You may choose the Resubmit button if you amend a purchase order to the value of the 
invoice. Once the budget approver has approved the order amendment and you receipt 
the PO, you can Resubmit the task for matching.  

 

4.7 Show Purchase Order  
 
17.1. Repeat actions 1 – 4. 

17.2. Once you’ve selected the invoice you want to receipt your PO against, select the   in 

the top right corner, followed by  
 

 
 

17.3 The Purchase Order screen opens and you are able to view the purchase order that the 
invoice relates to. 
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 A natural view of the Purchase Order is displayed on the right, like the example shown. 
 

 
 

17.4 Select  (top left of the screen) followed by  
 

 
 
17.5 Repeat steps 6 – 15. 

4.8 View Transaction  
 
18.1 Repeat steps 1 – 4. 

18.2 Once you’ve selected the invoice you want to receipt your PO against, select the   in 

the top right corner, followed by  
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18.3 The Imported Transaction Details screen opens and you are able to view the 
Transaction Details 

 

 
 

 A natural view of the invoice is displayed on the right, like the example shown. 
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18.4 Select  (top left of the screen) which will take you back to My Tasks  
 

18.5 Repeat steps 5 – 15. 

4.8 Enter Comment  
 
19.1 Repeat steps 1 – 4. 

19.2 Once you’ve selected the invoice you want to receipt your PO against, select the   in 

the top right corner, followed by  
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19.3 The Enter Comment screen will appear, and you can add a comment. Once you’ve 

added your comment, select  
 

 
 
19.4 The comment then appears at the bottom in the natural view (right side of the screen). 
 

 
 
You may add a comment if you are waiting for the Goods/Services to arrive, or if you have 
returned the Goods and you are awaiting the Credit Note.  
 

4.10 Reassign Imported Transaction  
 
20.1 Repeat steps 1 – 4. 

20.2 Once you’ve selected the invoice you want to receipt your PO against, select the   in 

the top right corner, followed by  
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20.3 The Reassign Imported Transaction screen will open, and you can type in the person 

you want to receipt the PO on your behalf and add a comment. Then click   
 

 
 

 

5 Receipting Blanket Purchase Orders  
 
When you raise a blanket purchase order, you should always select ‘Services’ in the 
Goods/Services field (please see guide Raising a Blanket Order). This is important because when 
you receive an invoice to match with the PO, you will be able to receipt the PO based on the 
amount of the invoice, rather than the quantity which can be more limiting when it comes to 
receipting.  
 
The majority of blanket orders you will receipt after the invoice has arrived as you need to know 
how much to receipt from the total value for the year.  
 

5.1 Getting Started  
  

1. Login to OneFinance. 
 

2. Go the Home tab on the role’s navigation bar at the bottom of the screen.  
 

 
 
3. Select My Tasks tile 
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A list of tasks you need to action will come up. 
 

 
4. Select the invoice you want to match with your PO.  
 

 
 

 A natural view of the Unknown Goods Receipt is displayed on the right, like the example 
shown. 
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5.2 View Transaction  
 

5. Select the   in the top right corner, followed by  
 

 
 
6. The Imported Transaction Details screen opens and you are able to view the Transaction 

Details 
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7. A natural view of the invoice is displayed on the right, like the example shown. 
 

 
 
8. Take note of the VAT Exclusive amount on the invoice as this is the amount you will have to 

receipt on your blanket PO. 
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9. Select  (top left of the screen) which will take you back to My Tasks.  
 

5.3 Receive Goods 
 
10. Re-select the invoice you want to receipt against.  
 

11. Select the   in the top right corner, followed by  
 

 
 
12. You will then be taken to the Receive Goods screen. 
 
 

 
13. In the Amount field, type the VAT Exclusive amount that was on the invoice in Step 8. In this 

example, the VAT Exclusive amount was £2.50  
 

 

14. Click on the  button to place the item in the shopping cart. Please note that although 
it is in the shopping cart, the supplier is not notified about the receipt and nor is this an order.  
 
The item is added to the shopping cart (top right corner of the screen), indicated like the 
example shown. 
 

 
 

 To review the contents, click on the  and the items is displayed like the example shown 
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 You can also delete the item by selecting  
 

 Click the  again to hide what is in the cart 
 

5.4 Approve 

15. Click on the  button. 
 
The item is added as line in the receipted items. 

 

 The Goods Receipt number is displayed in the banner at the top left of the screen 
 

 
 
 

 A natural view of the requisition is displayed on the right, like the example shown. 
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16. If all the details are correct, click  in the top left corner of the screen.  
 
The Goods Receipt will then state: ‘Workflow Complete’, and the order has been receipted 
and the invoice matched.  
 

 
 
17. The task will then disappear from the My Tasks tile and you will receive an email to say the 

invoice has been accepted.  
 

5.5 Purchase Order Status  
 
18. Go to the Purchasing tab on the role’s navigation bar at the bottom of the screen.  

 

 
 
19. Select My Purchase Orders tile 

 

 
 
A list of purchase orders you have already raised will open.  
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20. Un-filter the search by selecting   (top left of the screen) followed by  
 

21. You can then search for the purchase order number you just matched in the search bar. You 

will notice that the status has changed to  
 

 Your blanket PO will remain this status until either: 
- The PO expires (based on the expiry date you inputted when you raised it) 

OR 
- You have receipted and matched the total amount.  

 

 
 

PO status’ include: 

 

 On Order – where the PO has been generated and you are awaiting delivery of the 
Goods or Service 

 Partially Received – where you have received part of the order but not all of it, so you 
have receipted the part you’ve received (e.g. 3 out of 5 milk cartons)  

 Partially Invoiced – Where you have receipted part of the order and matched it with an 
invoice.  

 Fully Received – where you have received all the PO.  

 Fully Invoices – where the PO has matched with an invoice and its waiting to be paid.  

 Complete – where the PO has matched with an invoice and it has been paid.  
 

 


