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Receiving/Accepting All PO Items 

 
In order to receive/accept all PO items, the ePro end user must select the Purchase 
Order, select all items, and save the items in the Receiving page.  Once the 
receiving process is completed, the status of all PO items changes to “Received.” 

Step 1. Log into the e*mpac Application with your Username and Password. 

 
Navigate to the following path: 

eProcurement  Receive Items 

  
The Manage Receipts page opens. 
 

 
Step 2. Click the Add New Receipt link. 

 
The Receiving (Add a New Value) page opens. 

 

Step 3. 
Click . 
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The Select Purchase Order page opens. 
 

 
Step 4. Enter the ID (Required). 

 
The ID number is your 10-digit Purchase Order (PO) number.  You must know the 
PO number for the items you will receive; there is no search tool for the ID on this 
page. 

Step 5. 
Click . 
 
The PO ID number is accepted. 

 

 

 
Click the View All link in the Retrieved Rows section if all items are not viewable.  

Step 6. Select the Select All link.  
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The checked box is a picture only.  Clicking this will not select your lines.  You must 
click the words 

Step 7. 
Click . 
 
The Maintain Receipts (Receiving) page opens. 
 

Step 8. Click the Header Details link to Enter the Bill of Lading and/or the Packing Slip – 
This step is OPTIONAL 
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The Manage Receipts (Header Details) page opens. 
 

Step 9. 
Click . 
 
The Maintain Receipts (Receiving) page reopens. 
 

 
Review information and click . 
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 END OF JOB AID 
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