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Canceling an Entire Receipt

I When an existing receipt and all PO line items must be cancelled, the ePro end user
niro must retrieve the receipt and cancel the entire receipt. This process cannot be
reversed. However, should a receipt or receipt line be vouchered, that receipt
cannot be cancelled within the system.
Step 1. | Log into the e*mpac Finance Application with your Username and Password.

Navigate to the following path:

eProcurement - Receive ltems

The Manage Receipts page opens.
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Mew Window | Custarnize Pace | n&

Manage Receipts

Search Criteria

Received Date: From 09/16/2006 To |10/02/2006

Bus. Unit: | UMAMH *|  Receipt Mo: Ship To: Search

PO Unit: ¥ POID: Clear

Show Status: | RecvdiOpen v

Add New Receipt Process Receipts Inspection  Review ASH Receipt Inguire Return to Wendars

UMAMH 0000000100 10/02/2006 0000000292 WEMAS-001  Received [ @
UMAMH 0000000088 0828/32006 0000000424 WEMAS-001  Received E‘g 'fd
UMAMH 0000000098 09/29/2006 0000000422 WEMAS-001  Received [ %
UMAMH 0000000087 09/26/2006 0000000421 WEMAS-001 Received [y <%
UMAMH 0000000096 09/29/2006 0000000420 WEMAS-001  Received [ %
UMAMH 0000000085 09/26/2006 0000000418 WEMAS-001  Received [y <%
UMAMH 0000000094 09/29/2006 0000000418 WEMAS-001  Received [ %
UMAMH 0000000083 09/26/2006 0000000417 WAMAS-001  Received [ <%
UMAMH 0000000092 09/29/2006 0000000416 WEMAS-001  Received [ %
UMAMH 0000000081 09/26/2006 0000000415 WAMAS-001  Received [ <%
UMAMH 0000000080 09/29/2006 0000000414 WEMAS-001  Received [ <%
UMAMH  00000000BG 09/28/2006 0000000413 WAMAS-001  Received [ %
UMAMH 0000000088 09/29/2006 0000000412 WEMAS-001  Received [ <%
UMAMH  00000000GT 09/28/2006 0000000411 WAMAS-001  Received [ %
UMAMH 0000000086 09/20/2006 0000000410 WEMAS-001  Received [ <%
UMAMH  00000000BS 09/28/2006 0000000409 WAMAS-001  Received [ %
UMAMH 0000000084 09/29/2006 0000000408 WEMAS-001  Received [ <%
UMAMH 0000000083 09/26/2006 0000000407 WEMAS-D01  Received [ %
UMAMH 0000000082 09/28/2006 0000000406 WEMAS-001 Received [ <%
UMAMH 0000000081 09/26/2006 0000000405 WEMAS-001  Received [ @
UMAMH 0000000080 09/26/2006 0000000404 WEMAS-001 Received [ <%
UMAMH 0000000079 09/26/2006 0000000403 WEMAS-001  Received [ %
UMAMH 0000000078 09/26/2006 0000000402 WEMAS-001  Received [ <%
UMAMH 0000000077 09/26/2006 0000000401 WEMAS-001  Received [ %
UMAMH 0000000076 09/26/2006 0000000400 WEMAS-001  Received [ <%
UMAMH 0000000075 09/29/2006 0000000399 WEMAS-001  Received [ %
UMAMH 0000000074 09/26/2006 0000000398 WEMAS-D01  Received [ <%
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Return to hanage Requisitions

Step 2.

Search

Enter the Rece|pt Number and/or the PO Number and click

Step 3.

Click on the "= button to the right of the Receipt Number.
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The Maintain Receipts (Receiving) page opens.

Maintain Receipts

Receiving
Business Unit: UInARH Receipt Status: Received @
Receipt ID: aooooooioo Add Comments Activities

Header Details Diocument Status

Select Purchase Order
o Status T ftem § wify Datas T O &l Inpa Source Information
Accept Qty (Status Categoiy

17882000 |3.0000 B [ea Q

Description

FB1 BLACK INK
CARTRIDGE
BE0ML

HP DEBIGMNJET

5500 42-IMCH  8196.00000 |1.0000 B [ea Q

PLOT

Price Receipt Gty

3.0000 Received

|

1.0000 Received O O EA QL %?gﬁe

Device
EA Q ok

[Cimterface Receipt Print Delivery Report ‘ ‘

B Save | L\ Return to Search | [=] Motify | 4 Refresh |

Interface\dsset Information
b e |

Note: To cancel an entire receipt, use the cancel button (X) located next to the

Receipt Status.

Step 4.

Click X next to the Receipt Status to cancel the receipt.

A Warning page opens.

=T

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)

ves | No |

Caution: Once you cancel a receipt, you cannot reopen that receipt. You can enter

a new receipt for the PO items once the information is valid.

Step 5.

Click 128
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The Maintain Receipts (Receiving) page reopens.

Maintain Receipts

Receiving

Business Unit: UMAMH Receipt Status: Canceled

Receipt ID: 00000001 00 Add Comments Activities
Header Details Docurment Status

» Header

Select Purchase Order
Receipt Lines

[ Receipt Lines T htare Betaiis) T ks s T tem iwfg Data
Line em Description Price Receipt Gty zﬁ Accept Qty (Status Category  |Serial ?:::? Stock
_ #31 BLACK INK B
1 E% CARTRIDGE 179.92000 % EA Canceled EA T
rack
BEOML
_ HP DESIGMNJET Bz
2 B 5500 42-INCH  8196.00000 % EA Canceled EA T
rack
PLOT
Interface Receipt ‘ | Interface Asset Information

2] ‘ ELReturn to Search| [=] mctify ‘ L Refresh | [E kel

h Note: The Receipt Status and Receipt Line Status now read “Cancelled.” The
: receipt can no longer be updated. All the fields are grayed out.

END OF JOB AID
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