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Receiving and correcting requisitions are two different processes that begin by searching the requisition
or purchase order in Fusion.

You are required to update requisitions by accurately entering in Fusion only the items and quantities, or
services received. It is important that you follow the process as soon as possible to ensure invoices are
paid accurately and your resort is not impacted negatively.

1. Verify with the vendor whether remaining items in the order are being delivered at later date or
an estimated date of arrival.

2. Search for the requisition or purchase order in the Managing Requisitions screen.

3. Correct quantities to reflect what was actually received at your property. Do this prior to receiving
and closing requisitions.

4. Receiving and correcting requisitions begin with clicking the My Receipts button on your Fusion
Home Page to access the Receive Items screen. *You must have a PO or requisition number at a
minimum.

Good afternoon, User 1!

P

© LEARNING & DEVELOPMENT — FUSION QRG —v1.0_03/27/23 é; } 1|Page
=



5. Search for the requisition by entering the required information the Manage Requisitions screen.
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For your convenience, please double-click the links below to access the corresponding modules in the
Requisition Process in Fusion course to learn how to:

L2
= Search and sort requisitions in Module 2 — Advanced Requisitions Functions, and review the
Managing Requisitions section.
&

= Receive, Correct, Unreceive, and close requisitions in Module 3 - Receiving Purchases.
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https://lms.wgresorts.com/mod/scorm/player.php?a=207&currentorg=Module_2_Advanced_Requisitions_Functions_ORG&scoid=579&sesskey=FzyHtV8ZjV&display=popup&mode=normal
https://lms.wgresorts.com/mod/scorm/player.php?a=208&currentorg=Module_3:_Receiving_Purchases_ORG&scoid=537&sesskey=FzyHtV8ZjV&display=popup&mode=normal

