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How to Receipt via Notifications

e Receiving via the Notifications Bell Icon
e Receiving via Email Workflow Notification

This Guide is for Employees/Schools who Receipt
Purchase Orders

If a Purchase Order (PO) has not been receipted, and the
Payment Team has entered the invoice and matched it to
the PO, the requestor will receive a notification via either
the bell icon in One Source or an email workflow
notification, prompting them to receipt the Purchase Order.
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Step Step Description Step Image
Number
1 Sign into OneSource.
ORACLE Cloud i
Sign in
Username
Password

Forgot Password?

Next

Or

‘ W) Walsall sso ‘

Need help signing in?



Receiving via the
Notifications Bell Icon

From the One Source
landing page, click on the
bell icon in the top right to
view all notifications. Click
the notification to open.

Once the notification has
been opened, Click on the
blue hyperlink and check
the following details:

* Purchase Order Number
* Ordered Quantity

* Invoice Quantity

* Invoice Amount

 Walsall Council

Walsall Councl  One Source

Walsall Council  One Source

Good afternoon, Lindsey Loverock

Things to Finish

Notifications

) hitps://fa-ejti-devd-saasfaprod1.fa.ocs.oraclecloud.com/fscmUl/faces/adf task-flow?tz=Europe%2FLonden@df=medium&di=bothatf=shortdlg=endicy=... [

Purchase Order WMBC3073517 Requires Receipt Confirmation

Purchase Order WMBC3073517 Requires

Receipt Confirmation

Details
Purchase Order WMBC3073517
Supplier ARTUK

Expected Receipt Date 09/10/26
Buyer Loverock. Lindsey

Notification Date 02/10/26 1041

Lines to Receive

1. testing requester gets workflow mailer

Ordered Amount Invoiced Amount Received Amount
1,000.00 GBP 1,000.00 GBP 500.00 GBP
Requisition WCC0088645

Invoices
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If all ok, close the
notification and click on
Actions Button.

If you click Receive

up to the Invoice
Amount, then the Hold
will be removed from the Receive up to the Invoiced Amount
invoice, and this will then
be picked up for payment

Did Not Receive

If you click Did Not
Receive, the Invoice will

remain on Hold, and you
will keep receiving Receive up to the Invoiced Amount .

notifications asking to - : .
confirm Receipt of the _Duj Mot Receive
Order until you have

Received.

Once action has been taken
the notification shows as Notifications Show Al
Done!
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Receiving via the email
workflow notification

The RequeStOI' Wl" reCeIVG (Reminder) Action Required: Purchase Order WMBC3072676 Requires Receipt Confirmation
an ema” WO rkflOW o Jacqueline Jones <ejti-devd.fasender@workflow.email uk-london-1.ocs.oraclecloud.coms € Reply | O ReplyAll | = Forward

To © Test Notification Inbox Sat 10/1

H H H H v Delete from Archive after 2 years (2 years) wpires on 09
notification to take receipt & i s o s o
action.

.

Purchase Order WMBC3072676 Requires Receipt Confirmation

Details

Purchase Order ‘WMBC3072676

Supplier DOLPHIN LIFTS MIDLANDS LTD C/0 DELTRON LIFTS
Expected Receipt Date 06/08/2026

Buyer Chima, Harwinder

Notification Date 02/10/2026 10:42 AM

Receive in Full Receive up to the Invoiced Amount ‘ Didn't Receive

Lines to Receive

1.DFG JJ SSL 132 Stonnal Road WS9 8]Y

Ordered Amount Invoiced Amount Received Amount

3.090.00 GRP 3.090.00 GRP. 0.00 GRP. J



Take the appropriate action
Options available:

If you click Receive in Full,
then the Hold will be
removed from the invoice,
and this will then be picked
up for payment when due.
(This option will also
Receipt the Purchase
Order in full.)

If you click Receive up to
the Invoice Amount, then
the Hold will be removed
from the invoice, and this
will then be picked up for
payment when due.
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(Reminder) Action Required: Purchase Order WMBC3072676 Requires Receipt Confirmation

LTS D LEDR 18 11 FRSNG ADPRCIDIN

Purchase Order WMBC3072676 Requires Receipt Confirmation
Details

WMBC3072676

DOLPHIN LIFTS MIDLANDS LTD C/O DELTRON LIFTS
ted Receipt Date 06/08/2026

Chima, Harwinder

ification Date 02/10/2026 10:42 AM

Receive up to the Invoiced Amount

Lines to Receive

1.DFG JJ SSL 132 Stonnal Road WS9 8JY

(Reminder) Action Required: Purchase Order WMBC3072676 Requires Receipt Confirmation

Purchase Order WMBC3072676 Requires Receipt Confirmation
Details

Purchase Order WMBC3072676
DOLPHIN LIFTS MIDLANDS LTD /O DELTRON LIFTS

06/08/2026

Chima, Harwinder

Notification Date 02/10/2026 10:42 AM

Receive in Full Invoiced Amount

I Lines to Receive

| 1.DFG Jj SSL 132 Stonnal Road Ws9 8]y

Didn't Receive
L]
Didn't Receive




If you click Did Not
Receive, the Invoice will
remain on Hold, and you
will keep receiving
notifications asking to
confirm Receipt of the
Order until you have
Received.

This will open up a

separate email, click Send.
This will send a naotification

back into the system with
instruction.

(Reminder) Action Required: Purchase Order WMBC3072676 Requires Receipt Confirmation

Purchase Order WMBC3072676 Requires Receipt Confirmation

Details

WMBC3072676
DOLPHIN LIFTS MIDLANDS LTD C/O DELTRON UFTS

Purchase Order

06/08/2026
Chima, Harwinder

02/10/2026 10:42 AM

Notification Date

“ Receive up 10 the Inv

Lines to Receive

cod Amount

1.DFG JJ SSL 132 Stonnal Road WS9 8JY

Ordarad Amatnt Irvmicad Amarnt

Raply | 9 Repy Al | = Foomard | | @

Didn't Raceive ’

Raraived Amosint

Purchase Order WMBC3072676 Requires Receipt Confirmation - o x
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Purchase Order WMBC3072676 Requires Receipt Confirmation

Note: You can also add attachments to the task by attaching them to this email.

————— Do not edit below this line----—-

Receive up to the Invoiced Amount : [[NID]] : grvi18Mpe2SBgqFliLn1eGOAINIMgxZIXt8Z9Kcn2bivWiglUXwkYzRphfXD28lkg4197SSheL)gV9usx-8Vihgc-
5faQwgHIFOB6i754aS/qsf73h0Onn6J4sGkkkKBEMQQNLX DmxtnvEVEE7 /iDF-4QuilwAUjp2 HHQjp4QVXUiRoKoKbVNAPEnmmhv-oZB : [[NID]]









-
954

Walsall Council

For more information on OneSource Visit the OneSource news page.

To Access our FAQ's.

You can find the video for this quick reference guide watch the How to do xxxx video.



https://osp.walsall.gov.uk/Training-and-Support
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