Below are the steps on how to enter a receipt in SOARFIN:

From the Home screen select the Receipts tile:
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Next, make sure the correct business unit is entered and click Add.
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Enter the correct PO Unit/Business Unit and the PO number in the field ID. Do not enter anything else as it will hinder
results. Click Search.
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Check the boxes of the purchase order you want to receive or click Select All to view all lines of the purchase order.
Click Ok.
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Verify the quantities received are correct and click Save. The receipt ID will then populate at the top of the document.

Congratulations you have entered the receipt ©



