
1 
 

How to Run the PO Receiving Report 
This report will show receiving information for your purchase order including supplier name, received by, transaction type, item description, and 

dates. 
 

 
 
 
Navigate to TU Reporting, then select the TU Campus Reporting app. 
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Select PO Receiving report-Campus. 
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Enter the PO Creation start date and PO Creation end date range. You can also choose to search by PO number, division, sub-division, and/or 
cost center.  
 
Select Apply. 
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Your report will run to Excel. 
 

 


