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Receipting an order 

All requisitioners are also set up as goods receivers in the portal and are responsible 

for receipting.  When goods or services are received, this must be recorded in e-proc 

to allow the supplier invoice to be paid.   

Where goods have been receipted and there are no issues, then the invoice is 

automatically marked as complete and ready for payment in accordance with 

supplier payment terms. 

Where goods have not been receipted or there are differences between what was 

ordered and what was received, invoices will be held and not paid – this can 

ultimately result in the Council being placed on stop.  

Anyone can receipt orders, so if someone is off sick or on holiday, colleagues can 

receipt on their behalf from the delivery note. 

If an order is never going to be fulfilled, the P2P team will complete the line or the 

whole order for you, please email purchasetopay@cumbria.gov.uk for any orders like 

this. 

Receipting an order 

1. Log in to the e-procurement portal and select the e-receiver tab.  The e-

receiver workbench is based on Location, not the individual, so all orders 

delivered to that location will appear. 

 

 

2. To view orders for a different location, input the location name or postcode 

and select from the dropdown menu. 

 

 

3. The easiest way to find a particular order to be receipted is to use the Search 

for Order in the top right field of the screen. 
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Enter the order number and click Go!  This will bring back the lines of the 

order available to be receipted.   

  

 

4. To view receipting options, click on the dropdown arrow on the line. 

 

If you select Receive Line, you will only be able to receipt 1 line at a time and 

the system will lock as it processes the receipt – meaning that it can take a 

while to receipt a whole order. 

If you select Receive All, you will only be able to receipt in full all outstanding 

lines of the order. There is no opportunity to alter receipt details such as 

quantity or unit of measure etc.  For this reason, do not use Receipt All. 

To receive all lines on the order at once and have the opportunity to amend 

receipt details, select Multi-Line Receive.  This will take you to the Multi Line 

Receiving screen. 

 

 On this screen you can see the order reference and supplier details. 

5. As above, the quantities ordered will default into the quantities received.  This 

will not always be correct, so before you do anything else, click Clear All. 
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You can now input the quantities you wish to receipt.  In the example, we will 

receipt 5 pairs of scissors and 4 staplers.  You can enter an Advice or Deliver 

note reference or comment is you wish but this is not mandatory. 

Once the quantities are entered and you are satisfied that they are correct, 

click on Receive Order Lines 

 

6. You will be taken back to your e-Receiver workbench where a message in 

green is displayed stating that a Goods Received Note, GRN, has been 

created and giving the GRN number created by the system. 

 

 

If you search for the order again, the receipts will be shown against the lines.  Where 

the line has been only part-receipted, the status will be Awaiting delivery as there 

are still 5 pairs of scissors to be received.  Where the line has been fully receipted, 

the status is Awaiting invoice. 
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