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1. Login to the iVisions portal and Select “My Workflow”

2. Click on Purchasing & Payables.

3. Click on Receiving.
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4. Click Purchase Order Receiving.

5. Click the green add sign (+)
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6. Using the drop down arrow, select the PO you are receiving on.

7. Double Click on item you are receiving on, enter the quantity you received
and click the blue save disk on the right of screen.

In the notes section, Type 
"OK to pay in full" or adjust 
the quantity of the amount 
received
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8. After you click the blue save disk, your Qty received will reflect your entry.

Repeat above steps for each line item you are receiving on and then click OK on 
bottom right of screen and you are done.

9. You can also Receive ALL items by selecting ACTIONS and Receive All
Remaining Items.




