
 
 

 

How to Receipt via Notifications 

•  Receiving via the Notifications Bell Icon 

•  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 
Number 

Step Description Step Image  

1 Sign into OneSource.  
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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.  
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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 
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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 
invoice, and this will then 
be picked up for payment  
 
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. 
 
Once action has been taken 
the notification shows as 
Done! 
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Receiving via the email 
workflow notification  
 
The Requestor will receive 
an email workflow 
notification to take receipt 
action.  
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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. 
 
 
 
 
 
 



 
 

 
 
 
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. 
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This  will open up a 
separate email, click Send. 
This will send a notification 
back into the system with 
instruction.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
 

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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