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Creating Receipts in CUNYBuy 
Business Process 

Once a Purchase order has been sent to a supplier and the goods received or services rendered, 
the Creator is required to create a receipt in CUNYBuy before the supplier can be paid. 

The best practice is to enter the receipt as soon as possible after receipt of the goods or services. 
Without a receipt, the Accounts Payable team will be unable to pay the supplier and a Matching 
Error will occur.  

Receipts for goods must include the actual number of items that have been received.  

Receipts for services should indicate the actual value of the services provided – e.g., hours 
worked and the associated price.  

Creators ARE NOT to create receipts prior to the satisfactory verification of goods and/or 

services received. 

Prior to entering a receipt in CUNBuy, Creators must review and verify the following: 

1. A receipt is required to ensure the university received the goods and services that were ordered 
in the proper condition and in accordance with the terms and conditions of the purchase order.   
Users must complete the receiving processes timely to establish what was received, the quantity 
or amount received, the date of receipt, and who received the goods or services in accordance 
with CUNY’s policy and should not be waiting for a copy of an invoice to create the receipt 
(vendors should be sending invoices directly to your campus AP as instructed on the Purchase 
Order.   

2. The creator must scan and attach documentation to the receipt that demonstrates that the goods 

have been received (e.g., packing slips) or that the services have been performed (detailed 

description of service provided by the supplier). 

Note: Acceptable documentation to upload to a receipt includes: a packing slip, tracking details, 

waybill number, order confirmation, invoice, independent contractor’s activity log for work 

completed as CUNY signed Claim for Payment (CFJP), program/agenda, confirmed total 

attendees list, prior overage justification approval for meetings and events where food is served, 

etc.  

3. Invoices should be sent to the Accounts Payable Department. If the invoice is sent to the Creator, 

the invoice must be scanned and attached to the receipt in CUNYBuy. 
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Step#1:  Once the Creator has logged on to CUNYBuy, navigate to the page by clicking 

on the icon with the time clock. 

Step#2: The Creator can always find the 
status of a requisition by searching for it  

Click on My Requisitions. The following 
page will be displayed. (NOTE: If the 
Creator knows the PO Number, then enter 
it in search box on main page.) 

Notice that there are two requisitions for 
which a Purchase Order has been created and 
the status is “Completed.” Requisitions that 

are not fully approved, or for which a 
Purchase Order has not been created, 
will appear with a status of “Pending”. 

Click on the requisition link of a 
“Completed” requisition and the 
requisition page opens. 

 

 

 

Look to workflow on the left to find the Purchase Order (PO) 
connected to this requisition.  

 

 

Next click the ellipsis and select “Create Receipt.” 
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The screen below shows up. It displays all lines on the requisition. Notice that all three lines 
have a check mark next to it. The system automatically will select all lines; you must remove any 

lines you are not receiving. 

Also, note that the system automatically 
selects the type of receipt (Cost or 
Quantity) based on the PO. 

When you have made your selection, 
click the blue, “create receipt.”  

You will be brought to the receipt page with issues that need to be corrected. 

 

You must add an attachment and fill 
in the quantity or amount that you 
are receiving for. 

 

 

 

 

 

 

This PO has two lines: 

• Line 1 is for 15 biology textbooks 
• Line 2 is for 10 chemistry textbooks 

The Creator has received all of the biology 
text books and the supplier has invoiced the 
college for them. No chemistry textbooks were 
received at the time the receipt is to be created.  
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In order to pay the supplier, the Creator must create a receipt for the books received. 

Step #3: In the status box on the right of the requisition, notice 
that the Purchase Order number is highlighted in “Related 
Documents”. 

 

Click on the PO link and the Purchase Order page will 
display. 

 

Step#4: Navigate to the top right of the page and 
Click on the three dots (ellipsis) 

The following box will appear. This box will allow 
the Creator to do one of the following actions: 

• Add Comments 
• Add note to the history of this document 
• Add a quantity receipt 

Step#5: Since the PO for which the receipt is being 
created is a quantity PO, the Creator must enter the 
quantity of the goods received and attach confirming 
documentation. In this example the packing slip that 
was received with the goods will be scanned and 
attached. 

NOTE: Acceptable supporting documentation to 
upload to a receipt:  a packing slip, tracking details, 
waybill number, order confirmation, invoice, 
independent contractor’s activity log for work 
completed at CUNY, signed Claim for Payment (CFP), 
program/agenda, confirmed total attendees list, prior 

overage justification approval for meetings and events where food is served, etc. 

Be sure to add the packing slip number to the receipt, BUT more importantly, UPLOAD the 
packing slip and/or other support documentation. 
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Step #6: In the next section of the receipt, the Creator must enter the quantity received of each 
item on the Purchase order. If the Purchase order is only partially received (only the Biology 
texts were received in this example) then enter only the information on the correct line of the 
Purchase order. 

 

There were 15 biology books received so that is 
the number entered. Enter 15 in the quantity box 
and attach a copy of the packing slip to the receipt. 

 

 

 

Since none of the chemistry books have been 
received yet, the quantity entered for the second 
line of the receipt is zero (0). 

Step #7 When the creator has finished entering the receipt, Click on Submit on the top right of 
the page to enter the requisition into the receipt workflow in CUNYBuy. 

Step #8: The receipt for the 15 biology 
books has been created as shown above. 

 

The Creator can view or print the receipt 
by clicking on the links on this page or 

can return to the Home Page if there are additional receipts to be created.  
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Alternate navigation 

If the Creator knows the Purchase Order number for which a receipt is required, then navigate to 
the Purchase Order page in the following fashion. 

 

 

Click on My Purchase Orders  

 

 

The page below will be displayed. 

 

Click on the Purchase order for 
which the receipt is required. Then 
follow steps 3 through 7. 

 

 

 

Reviewing your (Creators) Receipt Status 
Step #1: On the page, Click on Receipts. 

 

 

 

The page below will be displayed.  

Step #2: Click on the link to the receipt. 
In this example, the PO is to Barnes & 
Noble.  
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The page below will be displayed. 

 

 

 

The details of the 
receipt are available by 
scrolling down through 
this page. By clicking 
on the Attachments 
link at the top of the 
page, the attachment 
can be viewed. 

 

Creating a Receipt for an Amount Only Purchase Order 

If the Purchase Order and requisition indicate that the purchase transaction is an “Amount Only” 
transaction the receipt will differ slightly from a quantity receipt. 

In the example below, this Purchase Order has been set up as an Amount Only PO.  

 

 

 

To create the receipt for this PO, Click on 
the three dots (ellipsis). The following box 
will display. Click on “Create a Cost 
Receipt” 

Enter the cost that reflects the payment to be 
made against this purchase order as shown on 
the page below. (Scroll to get to this portion of 
the receipt.) 

In this example, the receipt shows $2000 
against a Purchase order for $2000, so the PO is 
fully received. 

 

Click on Submit and the receipt has been created. 
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Inspections 
Receipts are required for all goods and services. Some goods and services may require an 
additional inspection (Information Technology, Facilities/Furniture, Hazardous Materials, and 
others as designated by the University).  

Inspections are a part of the receipt workflow. Payments to suppliers cannot be made without the 
creation of an inspection receipt in addition to the receipt entered by the Creator. 

Step #1: Navigate to the Purchase Order page as described above. 

In this example, the Purchase Order is for Computer monitors. As a result, an inspection is 
required before the supplier can be paid. 

 
Step #2: On the Purchase Order page, the Inspector should navigate to the top right of the page 
and Click on the three dots (…)and the following box will appear. 

In this example, the Inspector will enter a receipt for all 5 monitors.  

Note: If the quantity of goods that pass inspection is less than the quantity on the Purchase 
Order, the inspector should enter only those that pass inspection.  

Click on Submit to enter the receipt. 

Once the Inspector has created 
the receipt, the receipts will be 
entered into workflow and 
will be available to Accounts 
Payable for matching with the 
Purchase Order and the 
supplier invoice.  


