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WAREHOUSE
PURCHASE ORDER DIRECT RECEIVING 

From the Facilities Connect Home Screen click on the Receipts tab screen located under the PO/Invoice/Receipts header.  

       

From the Receipts home page, click Add.  
           

DIRECTIONS:

1

2

Provides guidance for how create a receipt for direct Purchase Orders using Facilities Connect.
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WAREHOUSE
PURCHASE ORDER DIRECT RECEIVING 
DIRECTIONS:

The Receiving General Box will populate. Scroll down to the Purchase Order header, click Find  
        

3

All Active Purchase Orders will populate. Enter the PO ID number. 

         

4
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WAREHOUSE
PURCHASE ORDER DIRECT RECEIVING 

Once the PO has populated click the radio button, then press OK. 

DIRECTIONS:

5

From the General tab, click Revise.6



v1.2  (Updated 2.01.26) © 2023 Northwestern University

WAREHOUSE & INVENTORY

Page | 4

WAREHOUSE
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DIRECTIONS:

Under Contract Revision, click Continue 

 

7

Scroll to the Bill To header and enter the Resource you are issuing the item to, click Save & Close. 

         

8
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DIRECTIONS:

The Resource will now be updated under the Bill To Lookup. Check the radio button, then click OK. 

 

9

On the Line Items tab, scroll over to check the Quantity Order to the Received Total. The Received Total must be less than 
Quantity Order to proceed.

         

10

Line Items must have a Work Task associated with them. If there is not Work Task, contact the Tech to issue a 
Work Task to the items. 

 TIP & TRICKS
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DIRECTIONS:

Check Items, click Create Draft

 

11

Scroll to Quantity. Update the Quantity Received, click Issue. 

         

12
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WAREHOUSE
PURCHASE ORDER DIRECT RECEIVING 
DIRECTIONS:

A completed Line Items Receipt will be accessible under the Line Items tab once it has been issued. This receipt provides details 
such as current stock levels, quantities ordered, quantities received, and related information.

 

13
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