
Receiving for BPOs
PROCUREMENT SERVICES
WEBCAST TRAINING SERIES-9/22/2022

HEATHER NICHOLSON, JOHN WHITNEY,  DEBRA ADLER



What is Receiving?
When you receive, you are approving an amount of money to be released 
for payment of invoices on Blanket Purchase Orders (BPOs). Receipts and 
invoices are two different distinct entities. This supports the accounting 
best practice of a three-way match for invoice reconciliation. 

The receiving functionality in Ariba provides campus users with a 
mechanism to ensure that items on Blanket Purchase Orders are received 
and in good condition and allows invoices to be paid. 



Troubleshooting

What to 
Know Before 

You Begin
Best 

Practices
Demonstration



Who Can Receive?

• The Preparer 
(Receipt Approver 
role required. If 
they don’t receive, 
emails will continue 
to be sent)

• The Contact

• Central Receiver 
(set up in ASTRA)



How Do You Know You Need to Receive?

Email: Received with a list of BPOs that have invoices 
needing review

Report: Receiving Exception Report (Best Practice)

An invoice has been submitted by the supplier for that BPO.



Email:



Report:



Receiving:

o Ariba Receiving does not replace internal processes 
of receiving of goods and services 

o Receipts do not apply to specific invoices

o Receiving will apply to the oldest open invoice first

o Before receiving, review invoices for accuracy 

o You cannot short pay any invoice with a smaller 
amount of receiving



To Review Invoices:



To Review Invoices:

1. Review all eInvoices
2. Determine if they are ok to pay
3. If any invoices are NOT ok to pay, do not receive
4. Have all unallowable invoices rejected through 

the Invoice Reject request form 
https://finance.uw.edu/ps/bpo-rejects

5. Once the invoices show reject in the status 
column, move forward with receiving

https://finance.uw.edu/ps/bpo-rejects


How to Receive:

• Based on the review of the invoice, note what 
line items were charged

• Click “Receive”



How to Receive:

• Receive only the amount on the line item being charged on the 
invoice

• Do not include the tax or header amounts



Demonstration
o Receiving a Quantity
o Receiving an Amount
o Creating a Negative Receipt



View Summary to See the Results:

Pricing Terms 
Screen

Received Amount updates overnight. 

The Reconciled Amount updates immediately. Check the 
next day to see impact of receiving on the Pricing Terms. 



Best Practices:

o Only receive when invoice has posted in Ariba

o Review all invoices for accuracy before receiving

o Reject any invoices that are not ok to pay before receiving

o Run the Receiving Exception Report on  a regular basis

o Make first part of the line item description distinctive so that suppliers 

can bill appropriately

o If creating a receipt for multiple invoices, make sure that the amount 

is correct so it will clear the invoices you expect it to

o Do not use the “amount rejected” box on receipt



Best Practices:
o Avoid Ad Hoc approvers if possible

o If a PDF is required, you can contact the supplier and have it 

emailed to review rather than having the invoice rejected due to 

lack of invoice. You can attach to the eInvoice in Ariba, if it is correct

o Clicking on the Print button of the invoice will show you what line 

item the invoice is matched to on the order



Best Practices:
o No changes to orders while invoices are in reconciling status, if you 

are trying to switch account codes from taxable to non-taxable

o If you receive a credit, provided there are no other reconciling 

invoices at the time, create a negative receipt to correspond to it. 

Credits act as a receipt

o If an M&E order is billed sales tax, no need to reject, tax will not be 

applied during payment

o Notifications are sent until receiving is done, so be mindful not to 

make duplicate receipts 



Biennium Best Practices:

o Do not rely on notifications sent by Ariba, network outages can 

happen

o Run the Exception Report as often as possible

o Encourage suppliers to bill as soon as possible

o Receive as soon as possible if the invoice belongs in the 

current/closing biennium

o Check the Biennium Deadlines page 

o https://finance.uw.edu/ps/reports-reconciliation/bienniumclose



Troubleshooting:
Scenario: You create a duplicate receipt

Fix: 
Were there any other smaller reconciling invoices open?

If No: 

1.  Create a negative receipt of offset

If Yes: Call PCS to discuss best strategy



Troubleshooting:
Scenario: You received on the wrong line item
Fix: 
Were there any other smaller reconciling invoices open that 
also billed on that line item? 

If No:

1. Create a negative line item receipt on the incorrect line 
item 

2. Then create a new receipt for the correct line item.

If Yes: Call PCS to discuss best strategy



Troubleshooting:
Scenario: On an order with quantity line items, the supplier 
bills a different negotiated price 

Fix: 
1. Do not Receive! 
2. Either have the invoice rejected or Change the order to 

adjust the negotiated price on the line item to match 
the unit price billed

3. If you adjust the line item, receive after Change has 
been approved



Troubleshooting:
Scenario: You received the entire BPO amount by mistake

Fix: 
1. Change the BPO, by adding $0.01 to the maximum limit and 
the line item.
2. Wait till Change is fully approved (this reopens the order)
3. Subtract the intended invoice amount from the order 
amount and create a negative receipt with that amount. 

Example: 

Original order amount = 5,000
New order amount = 5,000.01
Invoice amount = 500
Negative Receipt amount = -4,500



Resources

Receiving:
https://finance.uw.edu/ps/how-to-buy/receiving
Blanket Purchase Orders:
https://finance.uw.edu/ps/how-to-buy/ariba/blanket-purchase-orders
Change/Close BPO:
https://finance.uw.edu/ps/change-close-BPO
eLearnings:
https://finance.uw.edu/ps/resources/training/tutorials
Prior Webcasts:
https://finance.uw.edu/ps/resources/training-and-tutorials/ariba

https://finance.uw.edu/ps/how-to-buy/receiving
https://finance.uw.edu/ps/how-to-buy/ariba/blanket-purchase-orders
https://finance.uw.edu/ps/change-close-BPO
https://finance.uw.edu/ps/resources/training/tutorials
https://finance.uw.edu/ps/resources/training-and-tutorials/ariba


Questions? 
Remember to send to “Everyone” 

when using the chat.


