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Important Reminders: 

• It is the responsibility of the Requestor to stay on top of the PO from the 
point of issuing to close of the PO. 

• It is the responsibility of the Requestor to receive against a PO in Workday 
and attach copy of the invoice or packing slip, if the PO is for a service or if 
goods are received directly, and not processed through Central Receiving.  

• When invoices are received by the end-user from the vendor/supplier, the 
Requestor must also email Accounts Payable a copy to ensure payment is 
made to the vendor. 

• The Requestor must ensure the receiving and invoicing match if items are 
shipped directly to them.  

• If Material Services completed receiving on behalf of the Requestor and there 
is a receiving discrepancy, the Requestor should follow up with Material 
Services and make any necessary corrections. 

• If receiving and invoicing match on the PO and balance remains but 
Requestor wants to close the PO, the Requestor must notify the Buyer to 
close the PO as they do not automatically close. 

• Procurement mass closes POs and associated Requisitions monthly when POs 
are fully received, invoiced, and paid. 

PROCEDURES  

Step 1 Login to Workday, type your PO into the search bar, click Enter 
 

 
 
Search results will list the PO, click on the blue highlighted PO number to 
open. 

 

Workday Job Aid 

Reconciling the Receiving and Invoicing for a Purchase 
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Step 2 Once PO is open, review the balance and each line item to ensure 
receiving and invoicing MATCH: 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

If the receiving and invoicing Do Not Match, review the Business 
Document Lines column to determine: 
Are invoices missing? 
Is there an over-receipt? 
Does receiving still need to be done? 

 

 
 

(NOTE: If there should ever be a long list of 
associated receipts and invoices under Business 
Document Lines, clicking the + button that appears 
will list additional receipts and invoices for review and 
access.)  
 
Right clicking on the receipt or invoice number will 
enable you to See in New Tab and review details of 
that specific receipt or invoice. 
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Reviewing a Receipt 

 Once you click See in New Tab to view a specific receipt the View 
Goods Receipt Line page will appear. Click on the blue receipt number 
located next to Receipt 
 

 
 

The View Receipt page where you can review the receiving and cancel 
the receipt, if necessary.           
 

 
 
  
 

 
If the receipt needs to be cancelled: (See page 6) 
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Reviewing an Invoice 
 Per the Business Document Lines screen shot on page 2 return to this 

area to review any affiliated invoices. Once you click See in New Tab to 
view a specific invoice the View Supplier Invoice Line page will appear.  
 

 
 
Click on the blue supplier invoice number located next to Supplier 
Invoice Document 
 

 
 
The View Supplier Invoice page where you can review the invoice 
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To review the receiving and invoicing discrepancy, go to the last 
Supplier Invoice in the Business Document Lines column and 
open in a new tab. Click on the Supplier Invoice number to 
display details about the invoice 
 

 
 

Under the Business Document column, you will see a number under 
Matching, click on this number to open details in new and separate tab 

 

 
 

Click on the Excel icon to open the detailed report in an Excel 
spreadsheet 
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 Review the receipts and invoices to find the error, noting which receipts match 
a specific invoice and which receipts and/or invoices do not match up. This list 
provides all the receipts and invoices associated with the PO and you can pull 
them up to view each individually. 
 

 
 

NOTE: The row with the Requisition number can be deleted from the 
spreadsheet, it is not relevant to the review and analysis of the receipts 
and invoices.  

 
 Receipts cannot be edited. If a receipt needs to be corrected, the original 

receipt MUST be cancelled and a new receipt created with the correct 
information.  
 
To cancel a receipt, click on the magnifying glass next to Receipt in the upper 
left hand corner. The Actions menu will appear, hover cursor over Receipt, 
and click Cancel.  

 
 

Images of Duplicate Receipts 
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Cancelled version 
 

 
 
If a receipt is cancelled, the end-user must make sure the PO receiving 
has been corrected on the PO and obtains the invoice matching results 
desired. 
If there has been no receiving and invoicing, why? Was another PO used? Or a 
different payment method? Or was the PO not needed? Research and correct.  
 
Approved version 
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Where to find Training Aids 

  
Additional Training Aids are available in the Workday worket Training Aids  
 

 
 
Select Finance 

 
 
The list of documents includes: 

• Find and Edit Requisitions 
• Find a Purchase Order 
• Create a Change Order for a Purchase Order 
• Create Receipt for Purchase Order 
• And many more! 

https://connect.broward.edu/departments/admin/PDT/Finance/SitePages/Home.aspx
https://connect.broward.edu/departments/admin/PDT/Finance/SitePages/Home.aspx
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