
 

Receiving 
WCCUSD Amazon Business customers can track the receiving status of their order and mark items as received, 
partially received or not received. 

 
Updating receiving confirmation 
To update receiving confirmation for a shipment: 

1. Sign on to Amazon.  To navigate to the Receiving page, hover over your name and select Receiving:  

  
 

2. On the Receiving page, select the order for which you want to update receiving.  You can use the 
Refine by filter or use the Date range filter to find orders. 

 
   Delivery status 

On its way 
Preparing to ship 
Delivered 
Cancelled (order was not approved) 

Partially delivered 
    
Refine by           

   Enter the Order # or PO # 
 

Date Range 
Default is Last 30 Days 
If you receive items as they are 
delivered, you won’t need to 
change the default date range. 
 
     
   



 
3. Click on the blue hyperlink Order # that you are reviewing.  For each item in the shipment, enter the 

quantity of items received or select Mark everything received to mark all items as received.  If you 
haven’t received the item, you can enter the quantity 0. 

 
If you enter a quantity less than the quantity ordered, the Receiving status will be Partially received.    

 
If you enter a quantity of 0, the Receiving status will be Items missing. 

 
 

4. Select Save to save the details. 


