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Agresso – Goods Receipt



09/07/2015 2

Goods Receipt
A Goods Receipt should be performed on Agresso when you have received the goods or service you have 
ordered from a supplier, a prompt to complete this should be a Delivery Note which should be provided upon 
Delivery (services provided do not tend to submit a Delivery Note)

The Goods Receipt can be found:
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Goods Receipt
Once open the Goods Receipt task should look as follows:
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Goods Receipt
Enter the Purchase Order (PO) number to display the information related to the order:
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Goods Receipt
Now that you have the PO information on screen the ‘Qty. received’ column will automatically be populated with 
the outstanding quantity left on the order you placed, you can adjust the quantity received for each item on the 
delivery by changing the values in this column.

On occasion you may not receive the full order you placed in one delivery, if you have not received an item 
please make sure you amend the value to zero (0).

If you have ordered a quantity of 5 for one item and have been made aware that you are not going to receive 
the full order you should change the value in ‘Qty. received’ to the correct quantity and then tick the box in the 
‘Rest cancelled’ column. If you have a quantity of 1 that you know you are not going to receive adjust the value 
in the ‘Qty. received’ column to 0 then tick the rest cancelled box.

On this occasion we have received the first item and been charged for the delivery.

Once you are happy with the changes you have made please click

If you have made an error and are not happy with the changes click and start again.

Once you have saved you should see the following at the top of the screen:

Which confirms you have completed the Goods Receipt process.
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Goods Receipt

Please be aware that the purpose of the 
Goods Receipt is to confirm the quantity you 
received not the value. Agresso has another 
process to deal with any difference in value 

with the PO and the invoice.
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Goods Receipt
If you receive another delivery for the order you have placed, Agresso will look as follows:
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Goods Receipt
Again the ‘Qty. received’ column will automatically be populated with the outstanding quantity left on the order 
you placed.

You can now see that the amounts that have previously receipted in the ‘Qty. received’ have been populated in 
the ‘Previously received’ column.

On this occasion we have received the second item and been charged for delivery, if your order only had one 
delivery charge you can still receipt additional quantity against the order line.

The order detail before saving should look like this:

Once you are happy with the changes you have made please click

If you have made an error and are not happy with the changes click and start again.
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Goods Receipt
Once you have saved you should see the following at the top of the screen:

You can go back in to check that details, which should now look like:
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Goods Receipt

It is important that a Goods Receipt is 
processed as when an invoice is entered onto 

Agresso we match the invoice with a PO. If 
the Goods Receipt is not processed the 

invoice will not be paid.


