
 

You must create a receipt in CUNYFirst when you receive 
delivery for a product or service. Accounts Payable 
cannot pay the vendor without your receipt. 

Soon, CUNYFirst will send you daily reminders to enter 
your receipt, if you have not done so. 

You can call the Accounts Payable Department for 
assistance. 

  



 

 

For more information on how to Create a Receipt click: 



https://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Cre
ate-Receipt.pdf 

 

https://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Receipt.pdf
https://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Receipt.pdf

