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Use the Receipt Inquiry  
In SWIFT, a receipt tracks the quantity or amount received against a purchase order. Receiving includes 
determining if the purchase is an asset.   

The Receipt Inquiry view allows agency staff with the Inquiry/Display security role to view receipts for 
their agency by Business Unit.   

• It does not allow the agency staff to make changes or create a receipt.   
• For example, a buyer who creates a purchase order can view any receipts against it in the 

Receipt Inquiry. 

If you have role to create and update receipts, use the Receiving page. You will get more in-depth 
information and you can make changes to a receipt. 

This guide provides the steps to use the Receipt Inquiry.   

Steps to complete: 

• Step 1: Navigate to the Receipt Inquiry page 
• Step 2: Use the Receipt Inquiry page to look at a receipt 

Steps to use the Receipt Inquiry 

Step 1: Navigate to the Receipt Inquiry page 
1. Navigate to the Receiving page.   

Navigation Options Navigation Path 
Navigation Collection Procurement, Purchasing, Receipts. Left menu, Receipt Inquiry, Receipt 

Inquiry. The Receiving page defaults. 

2. On the Receiving page, select the Find an Existing Value tab.   

• Enter or confirm the Business Unit. 

• Enter values in the Search Criteria section to narrow down the search. 

• Select the Search button. 
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Fields on the Search Criteria section on the Receiving page. 

Field Description 

* Business Unit You must specify the Business Unit.  The primary Business Unit will default.  
You can change it.  

Receipt Number This is SWIFT’s Receipt ID, which is identified by an ID that is unique within a 
business unit. 

Bill of Lading SWIFT does not use this feature.  

PO Business Unit This is the Business Unit of a purchase order. It is likely the same as the 
Business Unit unless you have permissions for more than one Business Unit.   

Item ID This is a unique identifier assigned to a particular item in the Inventory 
module. Most agencies do not use the Inventory module.  

User ID This is the Employee ID. 

PO Number SWIFT identifies a purchase order with an ID that is unique within a 
business unit.  

Ship To Location Indicates where the supplier should deliver physical items.  

Supplier ID SWIFT identification number for supplier. A supplier is the supplier of the 
goods or services. 

Received Date The date when the receipt was created in SWIFT. 
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Receipt Header Status Values 

Status Values Status Definition 
Open Not all edits have passed. One or more receipt lines are in Open status. 
Received All edits have passed. All lines are in Received or Canceled status. 
Hold Receipt is on hold until released by user. 
Moved Receipt has been processed by SWIFT. 
Cancelled All lines cancelled. Canceling cannot be reversed. 

3. SWIFT opens up the Search Results section. Select the Receipt Number of the desired receipt. 

 

Step 2: Use the Receipt Inquiry page to look at a receipt 
SWIFT opens up the Receipt page for the individual receipt.   

1. View the header as needed. The top part of the page shows the high-level header information. 

 

 

2. View the lines as needed. There are now three tabs. 

• The Receipt Lines tab will show the Price of the item, the Quantity that was received and 
whether something was rejected on the receipt. You can add comments on the receipt by 
selecting the Comments icon. 

• The More Line Data tab shows you details such as Accepted Qty, Net Receipt, Ship To, Due 
Date and Supplier UOM. 

• The Optional Input tab displays the Line Number Rejection Reason and Action, Line 
Number, Invoice Number and Packing Slip Number. RMA is not used by SWIFT.  

• You can also see if the purchase order is “Amount Only” and if there are comments on the 
receipt. 

• If you check the Sel box, SWIFT opens up more links on the bottom for more information. It will 
open up these pages in a new window. 
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Links at the bottom of the Receipts page. 

a. Header Details: Provides more details about the receipt, such as the Supplier, Ship 
Date, Match Status and other items your agency may add to a receipt. 

b. Document Status: Brings you to the Document Status page for that receipt. You can see 
information about documents attached to the receipt such as contract, purchase order 
and vouchers.  

c. Distribution: Brings you to the Receipt Distributions for Line page to see ChartField 
information associated with the receipt.  
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d. Line Details: Brings you to the Line Details page to see information about the line. 

 

 

e. Putaway Information: SWIFT does not use this feature. 

f. Manufacturer Info: This feature is for state agencies that use the Inventory module. 

g. Display RTV Information: SWIFT does not use these features. 

h. Device Tracking: SWIFT does not use this feature.  

i. Asset Information: Displays any asset information tied to the receipt’s purchase order if 
your agency entered the information in the purchase order module.  

j. Line Status: Displays Receipt Status and Receipt Quantity information for the receipt 
line. 
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You have successfully used the Receipt Inquiry page to look at a receipt. 
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