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OregonBuys Receipt Guidance


	Question(s) Answered:
	· How do I create a receipt on a Purchase Order?
· How do I use the dropdown menu for documenting full receipts, partial receipts, returns, and adjustments?
· What happens after receipts are submitted for Approval?
· How can I document receipts for recurring payments?
· How should we handle receiving items in a different biennium from the original Purchase Order?

	Audience:
	State Agency users responsible for documenting receipts from a Purchase Order

















Disclaimer: The following guidance is provided by DAS State Procurement Services as an overview of this process.  Some Agencies may have internal policies, procedures or guidelines further detailing these processes.  Please check with the agency procurement office for further details.









State Agency / OrCPP User Help Desk epro-support@periscopeholdings.com or 1-888-472-9102 

Vendor Help Desk support.oregonbuys@das.oregon.gov or 1-855-800-5046
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[bookmark: _Toc203119638]Background
This guide assists Department Access (DA) and Basic Purchasing (BP) users in documenting receipts, returns, cancellations or other adjustments in the OregonBuys system.  Receipts are part of OregonBuy’s 3-way match that uses the Purchase Order, the Receipt, and the Invoice to confirm the correct items are ordered, received, and paid.

OregonBuys is considered the System of Record for Procurements in Oregon, and all receiving actions should be documented.  

This document describes logging into OregonBuys, identifying the location of the purchase order in which a receipt or other receiving action needs to occur, creating the receipt from the purchase order, and completing the Receipt document.  Additional attention is also given to the process of documenting monthly receipts and situations in which receiving occurs in a different biennium than the purchase order. 

[bookmark: _Toc203119639]Where Receipts Fit in the OregonBuys Process Flow
The following is a high-level process overview for OregonBuys. This guidance document is focused on the Create Receipt process used by the Department Access and Basic Purchasing users.

[image: High level process flow of OregonBuys with focus on the Create Receipt step.]
[bookmark: _Toc203119640]Prerequisites 
1. The Purchase Order is in Sent status 
2. The goods or services have been received or rendered (for Receive/Return).
3. The goods or services have not been received or rendered (for a Cancel action).
[bookmark: _Toc203119641]Scenario
1. Goods or services have been ordered and have been delivered to the State Agency.
2. The Basic Purchasing or Department Access user has been notified of the delivery and has verified the status of the goods or services, whether fully received, partially received, or whether some of the order needs to be cancelled.  
3. The delivery now needs to be recorded in OregonBuys through a Receipt document that is associated with the purchase order.
[bookmark: _Toc203119642]Log In to OregonBuys
Login using login credentials at oregonbuys.gov. To create a Receipt, the user must have a Basic Purchasing or Department Access role. 
[image: Login screen with SSO login highlighted]


[image: Account user dropdown highlighting the Basic Purchasing and Department Access roles]



[bookmark: _Toc203119643]Create a Receipt
The Create Receipt Icon is located on the Purchase Order that is in Sent status.  The user will create the receipt and then link it to the Purchase Order.  This section walks the user through that process.

There are several options to create a receipt based on an existing Purchase Order.  Two methods are described below.   Users may create a receipt and then link that to the desired Purchase Order, OR find the Purchase Order, and then, from the Summary tab click “Create Receipt.”  
[bookmark: _Toc203119644]Option 1: Create the receipt and use search features to link the receipt to the desired Purchase Order. 
1. Navigate to the left side of the Homepage and click the green “+” icon
2. Select “Receipt” on the drop-down screen “+” icon and “Receipt” drop-down Screen

[image: Arrow points to the green plus sign and the dropdown option of Receipt highlighted.]

3. On the next screen (the Purchase Order Receipts Search Screen) use the available fields to search for the Purchase Order based on a number of criteria (e.g. PO #, NIGP Class and Class Item codes)

[image: Quick Tip icon][image: PO Receipts Search PO is highlighted and PO#]Using the dropdowns for Department and Location, especially those with large procurement shops, helps agencies to quickly filter through and sort Purchase orders by status and type!











Here is an example of a Search using NIGP Class as the criteria.
[image: Receipts screen with NIGP class and NIGP Class Items highlighted.  Arrow points to "Find It"]	













4. Select Find It
5. Select radio button in front of the correct Purchase Order then click Select
[image: Radio button is selected in front of the desired Purchase order.  Select is highlighted in a red box.] 


6. This creates a new In Progress Receipt
[bookmark: _Toc203119645]Option 2: Search for the Purchase Order then create the receipt document from the Purchase Order Summary Tab.  
1. While logged in, from the top of the screen, click Advanced to access the Advanced Search features.
[image: Top Search bar with the word "Advanced" highlighted.]


2. [image: Dropdown menu options are listed, with Purchase Orders selected in blue.  Text reads:  Select document type, Requisitions, Bid Solicitations, Blankets, Purchase Orders, Invoices, Credit Memos, Vendors, Quotes, Attachments, Receipts]For Document Type select Purchase Orders











3. Use available search fields to locate the Purchase Order.  
a. Tips include: 
i. Use root words, for example ‘Print’ instead of ‘Printing’
ii. Use partial titles instead of full.  (In OregonBuys searches, less is often more.)
iii. From the available fields, it is better to select only a few fields to search rather than trying to complete as many as possible.

[image: The entire Advanced search screen with fields numbered 1 - 16.  Contains a key as well.  1.  Purchase Order # = Partial or complete Purchase Order number (wil result in MBPOs, Releases, and POs) 2. Purchase Order Release # = PO Release Number if known, 3. Description = Keywords from the title of the PO, 4. Purchase Order Type = Type: Blanket, Release, Open Market, 5. Status - Status of the Purchase Order (ex: Sent, In Progress) 6. Department = Agency department listed on the General Tab of the PO, 7. Location = Location within the selected department, 8. Buyer=Provides a dropdown of Buyer names, 9. Requestor = Name of Requestor from Requisition, 10. System Assigned Vendor ID, 11.  Vendor Name = Vendor name if known, 12. Item Description = Keywords from item description on the PO 13. NIGP Class = Search by a known 3 or 5 digit NIGP Code, 14. Send Date from = Date range when the PO was placed in Sent Status, 15. Fiscal Year = Two digit fiscal year from the PO, 16. Discipline Type - Type that was selected on the PO.  

At the top of the screen there is a Toggle button for all and any.  All will yield the results that match criteria keyed in all fields combined (the more fields entered, the more narrow the results) Any broadens a search and returns more results.  The search outcome only needs to meet one of the conditions.]
[image: Options for Search and Clear with Search highlighted in red]
4. Once search criteria are keyed/selected, click Search  
[image: Displays two potential results from the Search:  Both are for Crabbing Equipment]
5. The search results will then be displayed.  Click on the blue link for the access the desired Purchase Order.  Example:






6. The Purchase Order will open to the summary tab.
[image: Top section of Summary Tab with "Summary" in red.  Status 3PS - Sent is also in red.]







[image: Create Receipt from the bottom of the Receipt Menu is highlighted in red.]
7. Scroll down to the section entitled “Receipt Information” and select Create Receipt.



[bookmark: _Toc203119646]Complete the IN-PROGRESS Receipt (Up to the Items Section)
Details from the selected Purchase Order are brought into the In Progress Receipt and should be displayed on this screen.  Check the transferred information for accuracy.   Regardless of the type of Receipt the user plans to enter (full or partial), the steps are the same until the final items section located at the bottom of the screen.  At that point, processes may differ depending upon the type of receipt selected – this will be addressed in the next section of this guidance document.

1. The user will now have a Receipt in the “In Progress Status.” The Receipt will be assigned a number that first includes the purchase order and then a number after the colon that is specific to the receipt the user is working with.
2. Complete the fields in the “Header Information.”  Required fields are indicated with an asterisk.
a. Department*
b. Location*
c. Receipt Description*
d. Receipt Owner* 
e. (Optional) The Received Date if it is different from the current date and time
[image: Fields from the Receipt screen.  In red are the Receipt number showing IN PROGRESS with the associated PO number.  The department and Location are also highlighted in red.]














3. The Attachments section allows supporting documentation to be added.   
[image: Attachments section of the receipt.  Files and the add files icon are highlighted in red.]a.	Next to Files, click the Add New Attachments icon.
b. The page will refresh to the Add File screen. 










c. Select Choose File to select the desired file from the file location on the computer.   
d. Update Name and add a Description if necessary 
e. Select Save & Exit to attach file
[image: Highlighted in red is Add File, and the Name and Description fields for the selected file.  Arrows point to Choose File and Save & Exit]








[bookmark: _Toc203119647]Complete the IN-PROGRESS Receipt (Item Information)
The item details were also brought into the In Progress Receipt document from the selected Purchase Order and are displayed in the Items Information section. This section allows recording of an item received, returned, or cancelled and entering of the associated Quantity/Dollar amount. 

You MUST check the box on the left for the item you wish to receive.
[image: Shows the three empty boxes under Selected, checked  The three acoustical  items on this order are highlighted in blue.]














If the displayed Item Description, Unit Costs, and Quantities are not accurate: 
1. Click Cancel Receipt at the bottom of the tab to return to the Summary Tab of the Purchase Order
2. Scroll to the bottom of the Summary Tab.  
a. Are there any invoices not in a canceled status on the Purchase Order? 
i. [image: Invoice information is in red
]No: Create a change order to correct the item, then on the Summary Tab, click Create Receipt.
ii. if Yes:  Refer to Change Orders on a Purchase Order that has been Partially Paid within this guidance document.

(An invoice number below the Invoice Information section on the Summary Tab indicates an invoice has been processed unless the invoice has been ‘Canceled’) 

[image: Dropdown list with Receive Selected.  The order of the dropdown is Receive, Return, Cancel, Receiving Adjustment, Return Adjustment, Cancel Adjustment]Completion of the Item Information section depends upon what is selected from the Receipt Type dropdown menu. Guidance below is organized by each of these items on the dropdown.






[bookmark: _Toc203119648]When Item(s) Have Been Received/Accepted by the Agency: Receipt Type = RECEIVE
1. Select the item by clicking the box under the Selected column. (No changes will be saved unless this box is checked)
2. Select Receive from the Receipt Type field. 
3. Record the Quantity/Dollars for the receipt based upon whether it is a full receipt (all items received) or a partial receipt (have only received some of what was ordered) have been received.

	Partial vs. Full Receipts

	Action
	Instructions (Abbreviated)

	Full Receipt
	Use Receive All, confirm popup, and review totals

	Partial Receipt
	Enter quantity/dollar amount manually, add comments, Save & Continue



a. For a FULL RECEIPT: 
i. in the Quantity/Dollars field enter in the goods or services received.
ii. Optional: Add a comment in the Comments section
iii. Select “Receive All”
[image: Receive All is highlighted in red]















iv. After selecting “Receive All” the document will refresh.
v. Verify accuracy of Ordered Quantity/Dollars Receipt Total (PO Receipts Total).  See “How to validate the Items received on a full receipt” below.
vi. A popup box verifies “Do you want to receive all remaining items on this receipt?”  Click OK to confirm.

How to validate the Items received on a full receipt
1. The Ordered Quantity/Dollars Receipt Total (PO Receipts Total) column will display first the quantity or dollar amount that was ordered.  The number below that in parentheses is updated to reflect the quantity received.  
2. Notice that there is a row added (1:1) showing the date of the receipt.  A new row would be added if additional receipts were made.  In this example, all three items were received so there are no additional rows beyond the 1:1.
[image: Quantity field highlighted in red]









b. For a PARTIAL RECEIPT

i. in the Quantity/Dollars field enter in the quantity or dollar amount of the partial goods or services received.
ii. Optional: Add an explanatory comment in the Comments section to describe what has been received. 
iii. Select “Save and Continue”
iv. The page will refresh to reflect the partial quantity received.  See “How to validate the Items received on a partial receipt” below.
v. When the screen refreshes, click Save & Continue
vi. Once items are received, returned or cancelled, follow the steps detailed in the Submit for Approval section of this guidance document.
[image: Quantity field is highlighted in red with arrow pointing to Submit for Approval]












How to validate the Items received on a partial receipt
1. The Ordered Quantity/Dollars Receipt Total (PO Receipts Total) column will display first the quantity or dollar amount that was ordered.  The number below that in parentheses is updated to reflect the quantity received.  
2. Notice that there is a row added (1:1) showing the date of the receipt.  A new row would be added if additional receipts were made.  
3. If there are additional partial receipts on an item, the additional receipts have the same item number, followed by a colon representing the order of the receipt.  For example, 1:1, 1:2, 1:3, etc.

[image: 6.0 above (6.0) is highlighted in red under the column called "Order Qualtity/Dollars Receipt Total (PO Receipts Total)"  Text explains matching numbers indicate all receipts, returns, cancellations and adjustments align with the PO)]








[bookmark: _Toc203119649]When Items Need to be Returned: Receipt Type = RETURN
[bookmark: _Toc203119650]Scenario
1. Goods or services have been ordered and have been delivered to the Agency.
2. The Basic Purchaser (BP) or Department Access (DA) user has been notified of the delivery.
3. All or a portion of the delivery cannot be accepted and needs to be returned to the vendor.
4. The Receipt will be updated to reflect ALL items received (including those being returned) AND a return processed for any items returned to the vendor.  

Please note that a return can also be recorded on a partial receipt when not all items are received.

a. Document receipt of the item(s) – even if one or more items will be returned. 
i. If no items will be canceled, select Receive All. It is not necessary to check the boxes in front of the items. 
[image: ]

WARNING - Be Careful when using the ‘Receive All’ Button. If you do it on accident, it is not easy to restore your Purchase Order to its prior state.  Users may optionally receive items individually following the guidance for Receiving items in this guidance.

ii. Click OK on the popup:  Do you want to Receive all remaining items on this Receipt?
[image: Do you want to Receive all remaining items on this Receipt?]
iii. Select the item(s) by clicking the box under the Selected column. (No changes will be saved unless this box is checked)


iv. The page will refresh, and the field Ordered Quantity/Dollars Receipt Total (PO Receipts Total) will have two numbers.  The Ordered Quantity/Dollars Receipt Total (PO Receipts Total) column will display first the quantity or dollar amount that was ordered.  The number below that in parentheses is updated to reflect the quantity received.  

v. Scroll to the bottom of the page and click Save & Continue


b. Document the item(s) returned.
i. Select the item by clicking the box under the Selected column. (No changes will be saved unless this box is checked)
ii. Next select Return from the Receipt Type field. 
iii. Record the Quantity/Dollars for the return based upon whether it is a complete return (all items are being returned) or a partial return (not all items are being returned).  
iv. Optional: Add an explanatory comment in the Comments section.  If all items are being returned, the comment can be documented in the Return All Comment field at the bottom of the screen.
v. Select Save & Continue for a partial return or select Return All to return all items on Receipt.
[image: Enter Goods and Services to be Returned.   Highlighted are the fields for Selected, Receipt Type, Quantity/Dollars, Return All Comments.  Arrows point to Return All and Save & Continue.]














vi. The page will refresh, and the remaining quantity will update to show all items returned.
[image: Return Receipt Ready to Submit for Approval]













vii. The page displays new lines added for the return entry.  The page also displays the date and time the return entry was posted.
viii. If everything is accurately documented, click Save and Continue.
ix. Once all items are received, returned or cancelled, Select Submit for Approval.
x. Follow the steps detailed in the Submit for Approval section of this guidance document.

[bookmark: _Toc203119651]When Ordered Items Need to be Cancelled Prior to Receiving: Receipt Type = CANCEL
[bookmark: _Toc203119652]Scenario
1. Goods or services have been ordered and have not been delivered to the State.
2. The Basic Purchase or Department Access user has been notified that the items are not needed. 

The Cancel function of the Receipt communicates to the vendor a cancellation of all or partial amounts from the Items Tab of a Purchase Order prior to those items being received.  

1. Locate the Purchase Order that contains the item that needs to be canceled. 
2. Go to the Summary Tab
3. Scroll to the bottom of the Summary Tab and click Create Receipt
4. [image: Do you want to Cancel all remaining items on this receipt.  Contains two buttons, OK or Cancel.  The Okay button is highlighted in red.]To cancel all items, skip the item-level fields and scroll to the bottom of the screen.  Click Cancel All, enter a comment, and confirm the pop-up question verifying whether you wish to cancel all items.  
5. To cancel only part of the quantity/dollar of an item:
a. Select the desired item to be cancelled by clicking the box under the Select column. 
b. Next select Cancel from the Receipt Type field. 
c. In the Quantity/Dollars field enter in the amount of goods or services to cancel. 
d. Enter a comment or reason for the cancellation in the box in the Comments column
[image: Highlighted are Cancel all Comment field and the Cancel All button.]






i. If you are cancelling a partial amount from the receipt and have further adjustments, click Save & Continue
[image: Highlighted in red is the Quantity box with a quantity of 2, a comment saying 2 items no longer needed.  and Save & Continue is highlighted in red. 
]











ii. The page will refresh, and quantities update to show items canceled.

6. Select Submit for Approval. 
[image: Cancel and Submit for Approval]














7. Follow the steps detailed in the Submit for Approval section of this guidance document.
[bookmark: _Toc203119653]Adjustment Dropdown Options
OregonBuys is considered the System of Record for Receipts in Oregon, and all receiving actions should be documented.  

While the receipt is still in the In Progress status if a Receive, Return, or Cancel is recorded by clicking Save and Continue, it cannot be undone.  Adjustments allow the user to correct a mistake without having to start over.  There are 3 options that allow these adjustments to occur (the Receiving Adjustment, Return Adjustment, and Cancel Adjustment).  

To record the adjustment, it is important to know:
1. Adjustments are primarily recorded as negative (-) numbers. 
2. Adjustments should only be made after first keying in their counterpart.  For example, only key in a Return Adjustment, if you have already keyed in a Return.
3. Any Adjustment will require a comment in the associated comment field.
[image: Table demonstrating what Receive Adjjustment, Return Adjustment, and Cancel Adjustment do.  In this order:  Receive Adjustment, adjusts a documented Receive, Ex:  If 5 items have been documented as Received, but it should have been 4, Subract 1 and record as -1 Receiving Adjustment; Return Adjustment Adjusts the Return:  If 5 items have been documneted as Returned, but only 4 were returned, record an adjustment of -1; Cancel Adjustment Adjusts a cancel on only the in-progress receipt; This works for a cance on the existing in-progress receipt prior to it being submitted for approval.  Record the adjustment as a negative number.  Note that the totals will not be reflected until after it is submitted for approval. ]
[bookmark: _Toc203119654]Receiving Adjustments
[image: Receipt documentation for minifridge showing 5 were received on 5/13/25]To record a receiving adjustment, there must first be a ‘receive’ action.  The image below indicates that all the Minifridges are received in receipt action numbered 1:1.

[image: Receiving adjustment demonstrating a quantity of -1 to adjust the receipt.  "Inadvertently recorded 5 received.  We are missing the final mini-fridge.  Attention is drawn to "Save and Continue"]Now to document the adjustment because an error may have been made.  If ‘Save and Continue’ occurred, the only way to adjust the error is a Receiving Adjustment.  Check the Selected box, then change the dropdown to Receiving Adjustment.  To reduce the amount by 1, record a negative 1 (-1), and the required comment.  Then select Save & Continue.

The receipt action numbered 1:2 is now recorded showing the Return Adjustment of negative 1 (-1).  Notice that the quantity reduced from the erroneous 5 received to the correct number of 4. 
[image: Receipt screen showing the receipt of 5, the receipt adjustment of -1, and a total of 4 still outstanding.]
[bookmark: _Toc203119655]Return Adjustments
An item must be Received before it can be Returned.  An item must have a Return documented before it can have a Return Adjustment recorded in OregonBuys.

In the example below, five compact freezers were received at an agency.  They were documented in OregonBuys as shown below. 
[image: Receipt action 2/1 whowing a Receive of 5 items.]







A second action on the same items was recorded when the shipment of this item was marked as a return.  In this scenario, the compact freezers were the incorrect color.  A Return of five items was entered:

[image: Save and Continue Button][image: Return posted of 5 items with a comment that "wrong color was delivered."]

The two actions above are displayed in OregonBuys.  First is the receiving of 5, then the return of 5.   

[image: Action 2:2 shows the return of 5 after receiving 5]

The prior return was saved due to the Save & Continue being selected.  If it was discovered that an error was made in the quantity of the return and 4 should have been recorded instead of 5, a Return Adjustment can be processed.  

Select the check box, change the dropdown to Return Adjustment, Key in the quantity to reduce, and provide a comment.  Don’t forget to select Save & Continue.

[image: in Progress action of a return adjustment of -1 with a comment that one of the compact freezers was actually the correct color.  We did not return that.  This is just a correction. 
]

Below, all three actions on the compact freezers are recorded:  The Receiving, the Return, and the Return Adjustment to correct the Return.

[image: Shows all three actions:  The receiving, the return of 5, the Retun adjustment of -1.  Only 1 is outstanding.]

[bookmark: _Toc203119656]Cancel Adjustments
Overview: The Cancel and Cancel Adjustment actions result in liquidation of part of the Purchase Order and will generate an email to the vendor telling them to cancel quantities or dollar amounts on an item.  Once a Cancel or Cancel Adjustment has been sent for approval, it cannot be undone on the same receipt. A change order would then be needed to add quantities or add a new item to replace or add to what was ordered/canceled previously.

Unlike Receiving Adjustments or Return Adjustments which can adjust amounts received or returned on prior receipts (because those are just updating the receiving totals against the Purchase Order items) Cancel Adjustments only work for the in-Progress receipt.    

The intent of a Cancel Adjustment is if a user were to accidentally Cancel an item on a receipt and realize it before submitting the receipt for approval.  The user could use the Cancel Adjustment on the same receipt to adjust it.  

In the image below, 5 Microwaves were ordered on a Purchase Order.  The items had not shipped, and they were cancelled.  (See action 3:1).   Notice the items were never received. In the situation below, the user had not gone through the Send for Approval process.

[image: Cancel action 3:1 of 5 shows all canceled]

The user realized immediately that one of the microwaves should be kept and the cancel should have been for 4 items.  

To record this:  
1. Select the check box
2. Select Cancel Adjustment for the Receipt Type.
3. Key the quantity of -1 to subtract this item from the current Cancel quantity. 
4. Enter a comment (All adjustments require comments)

[image: Cancel Adjustment of -1 with a comment. 
]

5. Select Save & Continue
6. The display will refresh to show the Cancel Adjustment.
[image: Demonstrates showing the cancel adjustment after Save and Continue.  The Still shows a quantity of 5
]






IMPORTANT:  After selecting Save & Continue on a Cancel Adjustment, the column named “Ordering Quantity/ PO Receipts Total) will not automatically be adjusted.  It may appear that no changes were recorded from the Cancel Adjustment.  The quantities for Cancel Adjustments are made after clicking Submit for Approval.    

This image below is correct because we first cancelled 5, but then changed our minds, and decided that we need one.  Another scenario would be when we discovered that we cancelled the wrong item.  Cancelled items are items not yet received so there is still one outstanding that will arrive.  We haven’t received it yet, but it can be recorded as a receipt when it does arrive.

[image: After sending for approval, the quantity was adjusted to 1.]

[bookmark: _Submit_for_Approval][bookmark: _Toc203119657]Submit Receipt for Approval
When a user has clicked Submit for Approval on a Receipt, it will proceed through the Agency created approval paths.  

1. NOTE: On the next screen, if there is an Approval Path that meets the document criteria it will show accordingly.  Otherwise, the system will prompt a selection to be made manually as shown in the next step below.
2. An Approval Path may be automatically triggered (depending upon Agency configurations) OR two options will appear:
a. Manually add approvers: if an approver needs to be added who is not included in an agency defined approval path
b. Automatic approval: if an approval path is not set by the agency
c. Click Save and Continue
[image: Specify Approvers or Approval Path for Receipt]









3. The Purchaser will be informed by email when the approval is complete, at which point the user can log back into OregonBuys.  The receipt will be in Approved for Invoice status.

[image: Receipt Complete and approved for invoice]











Once the Receipt is in Approved for Invoice Status, the Invoice Process in OregonBuys is routed to users assigned to Accounts Payable (AP) roles.  
[bookmark: _Toc203119658][bookmark: SubmitForApproval][bookmark: ChangeOrdersOnAPurchaseOrder]Change Orders on a Partially Paid Purchase Orders
Note:  This section does not apply to Price Agreements (MBPOs).  
[bookmark: _Toc203119659]Scenario
1. A Purchase Order has been created for 100 Staplers.  No other items are on the order.
2. 50 of them were received and paid for through OregonBuys.  
3. The AP staff has indicated that the next set of staplers to be received need to be paid with a different set of accounting codes.  
4. The Purchase Order item of Staplers is now considered partially paid yet there are still outstanding Staplers to be received.
5. The user is unable to process a change order on the Purchase Order because the item has been partially paid.  (All of the fields are locked for editing.)

For Purchase Orders containing multiple items, the process requires the user investigate which items have already been Paid or Approved for Payment before determining whether OregonBuys will allow a change order. 

In the scenario above about the staplers, the item that needs to be changed is also the only item and an invoice has been processed to pay for 50 of the staplers. This is a case where we know, without further investigation, that the item is locked for editing (changes cannot be made).  
[bookmark: _Toc203119660]How to determine whether a change order can be done when there is a partial payment
[image: Invoice information is in red
]On the Summary Tab of the Purchase Order, Scroll down to the Receipt Information Section. 
1. Under the “Invoice Information” Section, determine if there are any invoices.  In the image to the right, an invoice exists in the Invoice Information Section. 
a. If there is nothing in the invoice information section, make the change through a Change Order on the Purchase Order then click Create Receipt again.  The adjustments from the change order will now be corrected on the Receipt.  
b. If there are invoices (those not in a canceled status) below the Invoice Information section, investigate by:
i. Opening each invoice.
ii. Inspecting the item(s) paid. 
(a) If the item is not listed on any of the invoices, create a change order on the Purchase Order then click Create Receipt again.  The adjustments from the change order will now be corrected on the Receipt. 
(b) If the item is listed on any of the invoices (it has been partially paid) complete the actions below:

Once a payment is issued on an item in a Purchase Order the details on that item are locked and a change order cannot be processed for that item.  To work around this situation: 

(a) Identify the item on the receipt that reflects an incorrect quantity, description, price, etc. 
(b) Cancel the remainder of the items not received to close out that item. 
(c) Once cancelled, navigate to the Purchase Order. 
(d) Process the change order to adjust quantities, cost, discounts, etc.   
(e) Navigate to the summary tab.  
(f) Click Create Receipt.  
(g) The items will be updated to reflect adjustments on the change order.     

For Purchase Orders originating from a G2B Punchout, the vendor may not notice you have cancelled items.  It is recommended you reach out to the vendor to confirm cancellation.     
[bookmark: _Toc203119661]Documenting Monthly Receipts Against a Purchase Order 
[bookmark: _Toc203119662]Scenario
1. A purchase order is in place for a contract that has a monthly billing or monthly usage cycle.  In this guidance document we have used the example of a contract for a copier. The Purchase Order, which we set up as a Master Blanket Purchase Order (MBPO) contains three regular items that must be paid monthly:
a. The lease - with a quantity set to 24 months.
b. The number of black and white copies made was set to zero.
c. The number of color copies made was set to zero.

For this scenario, the MBPO was set up so that departments at the agency could order from the Price Agreement with the same vendor. (Agency Umbrella Master Control). Please note there may be optional ways to set this up in OregonBuys and this scenario is used for demonstration purposes.

2. A Release Requisition was created to allow the department to order from the Price Agreement.  
a. The Requisition was linked to the Price Agreement. 
b. The quantities of the items were adjusted to the department’s needs.  24 months for the lease, and estimations of the number of copies expected was entered for each of the types of copies for the duration of the biennium.

3. The Release Purchase Order can now have monthly receipts keyed in.    
  
Steps to key in the first monthly receipt:

1. [image: Shows tab items from a Receipt.  Summary tab is highlighted in red.]Navigate to the Summary Tab of the desired Purchase Order (in this Scenario images are provided from a Release Purchase Order)

2. [image: Calendar

]Check the Department, Location, Receipt Owner, and Received Date, Receipt Description and make any needed adjustments.
a. For the copier lease the Received Date could be adjusted to align with the monthly lease that will be invoiced. 







3. [image: Create Receipt is highlighted in red]Scroll below the Receipt Information section and click Create Receipt.

4. Create the first receipt.  In this case we are doing one month of receiving on the copier lease.

a. Check all the select boxes.
b. All fields in the Receipt Type field are Receive
c. The dates for each item received can be adjusted at the item level if desired.
d. The lease for the month is set to a quantity of 1, but the quantities for copies change to reflect the number of black and white and color copies made.
[image: Receipt screen with quantities adjusted to align with monthly usage on the copier.  All 3 selection boxes are selected with blue checkboxes.]











e. [image: Click Save & Continue then Click Submit for Approval]Save & Continue then Submit for Approval
f. The first receipt is ready for an invoice. 

5. When ready to create the next receipt, repeat this process.  
a. Adjust the quantities/dollars each month for the number of copies. 
b. [image: Quick Tip icon]The receipt quantities will be updated each month with quantities remaining.  These will need to be adjusted.   The receipt menu for these monthly receipts can get lengthy and difficult to read.  (For a two-year contract there will be 24 activities for each of the items.)  It may be easier to view prior receipts through the PO Receipts Summary.  Instead of clicking Create Receipt select PO Receipts Summary.
[image: PO Receipts Summary highligted]

You can also look at the receipt history by individual items.  In the example here, the user selected only the black and white copies:  
[image: Item Receipts History is highlighted in red]



















[bookmark: _Toc203119663]Receiving Items from a Prior Biennium 
In documenting receipts adjacent to a biennium changeover, the user should determine whether the good or service listed on the Items Tab of the Purchase Order were received before or after the biennium changeover date.

For items received before the end of a biennium, but not yet documented in OregonBuys, documentation can be done up until the end of December in the year of the biennium change.  (Example: A Purchase Order is dated May 2025; the Item was received June 29th, 2025; a Biennium changeover occurred July 1, 2025; the Receipt can still be recorded up until the end of December 2025 as long as it was received prior to the new biennium).

*If the items were received AFTER the biennium the user should refer to the Biennium Crossover Processing guidance document. 
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