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CANCEL RECEIVED ITEM July 1, 2009

Cancel Receipt
Navigation: Purchasing>Receipts>Add/Update Receipts>Find Existing Value

1. Purchasing

2. Receipts

3. Add/Update Receitps

4. Select Find and Existing Value

Menu =
- Receipts -
[ Review Receipt

Information -
b Reports Receiving

— Add/Update Receipts
[ Find an Existing Value || Add a New Value

Business Unit; &'
Receipt Number: |NEXT
PO Receipt

Add

Find an Existing Value | Add a Mew Value

m
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5. Business Unit: Default’s to UNOLF. If the business unit does not default key it in.
6. Enter the receipt number or Purchase Order Number you desire to cancel. ¥*¥Note. The receipt
number and PO number can be found on the match exception report.

7. Click Search

Menu =
— Receipts -
[+ Review Receipt
Information
[ Reports

— Add/Update Receipis

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values.

Business Unit:
Receipt Humber:
Bill of Lading;

PO Business Unit:
[tem 10:

PO Humber:

Ship To Location:

Shipment Number:
Vendor ID;
Received Date;

m

[ Return To Vendor
[* Procurement Cards
[» Supplier Schedules
[+ Analyze Procurement
[ Inventory
[- eProcurement
[ Senvices Procurement
[ Sourcing

Search |

| Find an Existing Value

Clear

New Value |

0

contains

begins with -

begins with -

begins with -

P PLHP

begins with -

begins with -

begins with -

|
|
|
begins with - |
|
|
|
|

e

= -

= -

begins with - |

Basic Search E Save Search Criteria

8. From your search results select the desired receipt.

1-7of 7 Last

Search Results
View Al First
he ad " = D PO E Receip 0 ocatio he ao D ao Date 3 =

UNODLF 0000000068 (blank) UNOLF  (blank) VENDO25626 Y On-line BIEN 216 (blank) (0000032331 FUEL TRAC INC 05/15/2009 Received
UNOLF 0000000058 (blank) UNOLF  (blank) 0000024404 Y On-line ARENA 112 (blank) 0000023733 PURE AIR FILTER 05/12/2009 Received
UNOLF 0000000048 (blank) UNOLF  (blank) 0000026290 Y On-line ENG 810 (blank) (0000013875 THERMO ELECTRON NORTH AMER LLC 05/11/2009 Received
UNOLF 00000000328 (blank) UNOLF  (blank) 0000005333 Y On-line MATH 312 (blank) 0000001427 DELL MARKETING LP 03/20/2002 Moved
UNOLF 0000000028 (blank) UNOLF  (blank) 0000005333 Y On-line MATH 312 (blank) 0000001427 DELL MARKETING LP 03/20/2002 Moved
UNOLF 0000000018 (blank) UNOLF __ (blank) 0000005333 Y Ondine MATH 312 (blank) 0000001427 DELL MARKETING LP 03/20/2002 Moved

NOLF 0000000008 (blank) UNOLF  (blank) 0000004663 Y Online ADA 2011 (blank) 0000013466 GERRY LANE ENTERPRISES INC | 05/07/2002 Received
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9. Select the red X to the right of Receipt Status.

Maintain Receipts

Receiving

Red X

Cancels the
Business Unit: UNOLF Receipt Status: Received b 4 Receipt
Receipt ID: 0000000075 Add Comments Activities
Header Details Document Status
[ Header

Select Purchase Order

Receipt Lines
f Receipt Lines

Customize | Find | View All | ﬁ
Opticnal Input Source Information

More Details. Links and Status ltem / Mg Data

First 1of1

Last

BLAMKET
=h PURCHASE ; Device
1 B ORDER FOR | 1200.0000( 1.0000 =] 1.0000 Received 00322 R E— b4
DIs
[Tinterface Receipt Interface Asset Information
B Savel O\ Return to Searchl +[E Previous in List | +[E] Next in List | [=] Notify | ts Refresh | E+Ad|:|| A Upda
10. A message will appear displaying the below message.
11. Select Yes.
Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)
Yes Mo
12. The receipt will change to “Canceled”.
Maintain Receipts
Receiving
Business Unit: UMNOLF Receipt Status: Canceled I
Receipt ID: 0000000075 Add Comments Activities
Header Details Document Status
[ Header
Select Purchase Order
Receipt Lines Customize | Find | View All | EH First 1 of 1 Last
f Receipt Lines Kore Details Links and Status kem / Mfg Data DOptional Input Source Information
De=scription Receipt Gty Accept Oty | Status Category
BLANMKET
=l PURCHASE Device
1 (e CRDER FoR | 1200.00000 EE) Canceled 00322 e
oIS
Interface Receipt Interface Asset Information
& save I L Return to Search I +[E] Previous in List I +[=] Mext in List I [=1 Motify I ris Refresh I E‘q-AdclI 4= Update/Display
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