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Receiving in UGAmart Quick Reference Guide 
 

Receiving and Returning Items in UGAmart  
 

This document provides a quick look at procedures for documenting receipt and return of goods 

purchased through UGAmart. 

Locating the Purchase Order 

• From the UGAmart homepage, enter the PO No. in the search box at the top of the menu. 

• Click the lookup magnifying glass. 

• Search results listed under 
Document are followed by a 
description; look for 
“Purchase Orders.” 

• Click to select the PO you are 
looking for.   

 
 

• A copy of the PO is displayed as seen below. 

• Open the Available Actions dropdown menu and select Create Quantity Receipt. 

• Click the     button once selected. 
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Updating Header Information 
• The header information will need updating with delivery and packing slip information. 

• The Receipt Date needs to be updated to reflect the date the goods were physically received. 

Received Goods 

• The Quantity received defaults to the items not yet received and needs updating to reflect the 
number of items received. 
o Enter the actual number of items received even if this does not fulfill the ordered amount. 
o Note: A 0 quantity line item is not allowed and should be removed. 

• Once all line item quantities are updated, click the button in the upper right corner. 
• Click the button in the upper right corner once all the need information is entered.   

Receive & Return and Canceled Goods 

Items not received and retained by UGA need to be documented. Such items are: 

o Received and returned at the time of delivery  
o Canceled prior to delivery  

• PO lines for unreceived items should be removed from the receipt using the Remove Line button.  

• Once all line item quantities are updated, click the button in the upper right corner. 
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Returned Items 
Returned goods arrive and are received in UGAmart. It is later determined that all or part of the items 
need to be returned.  To return items received in UGAmart: 

• Create a second Quantity Receipt as per instructions in the Locating the Purchase Order section.  

• Enter a negative amount in the Quantity field of the PO line(s) for items being returned.  

• Remove any additional PO line(s) not containing items marked for return.  

• Click the      & buttons.   

Additional Information 
 

• Things to remember: 

o Changes are not included to the Quantity Receipt until you click the button. 

o You can use the button after any change. 

o The Quantity Receipt is not submitted until you click the button. 

  

• If you have questions, please contact the OneSource Service Desk at 706-542-0202 (option 2) or at 

onesource@uga.edu.  
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