
Creating a Quantity Receipt for
Purchase Order 

1 

2 

Navigate to www.bullybuy.msstate.edu 

My Invoices requiring receipt 
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3 Or you can go to My Purchase orders 

4 Select your Purchase order you want to do a receipt for 
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5 Click "Receipts" 

6 Click this icon. 
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7 If you are receiving/returning the item leave it checked. If you are not
receiving/returning the item uncheck it. 

Then select create quantity receipt. 

8 You can edit your quantity. In case you don't receive your whole order. 
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9 You also have the following options at the drop box: 

Return- It will auto populate 0. Be sure to go in and change your quantity to the
amount you want to return. 

Cancel-Can only cancel if no invoice has been put into bullybuy. 

Made with Scribe - https://scribehow.com 5 

https://scribehow.com


10 You can edit your quantity if you are not returning the whole order. 

Example of the change in step 11. 

11 Quantity of the return is 8 instead of 10. 
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12 Click "Complete" This will submit your receipt. 
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