


 



 

How to Receive a Delivery  

 

▶ C�o�]���l���^�Z�������]�À�]�v�P�_�����µ�š�š�}�v���~�Z�]�P�Z�o�]�P�Z�š�������]�v��
RED) 
- For chemical container: Details about 

the container will appear and upon 
receipt a barcode will be printed.  

- If user needs to change the selected 
printer click on the � P̂�Œ�]�v�š���Œ�_ icon 

- If users choose not to create a 
container for the received item, 
deselect the �^���Œ�����š�������}�v�š���]�v���Œ�_ 
option, i.e. when receiving Lab 
Consumables.  

 



 

How to Receive a Delivery  

Cancel Item/Items from Requisition  

 ▶ Select the desired search rooms: 
- �^���o�o���Z�}�}�u�•�_�W���•���o�����š���(�}�Œ�������Á�]�����Œ���•�����Œ���Z��

range of all receiving locations on 
campus 

- �^���o�o��My R�}�}�u�•�_�W��for searching only 
your designated receiving locations. 
 

▶ Begin search by inputting any searchable 
identifiers, e.g. 
- PO number 
- Request number 
- Recipient name  

 

▶ Click on the �^�����v�����o�_ icon (highlighted in 
red) for the desired item. 

 

 




