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Canceling a Receipt Line

I After a receipt has been entered into the system, the ePro end user does have the
niro ability to cancel one or more receipt lines. Note that this process is not reversible.
However, if a receipt has been vouchered, the receipt line(s) cannot be cancelled.

Step 1. Log into the e*mpac Finance Application with your Username and Password.

_@_ Navigate to the following path:

eProcurement = Receive Iltems

The Manage Receipts page opens.
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Step 2.
P Enter the Receipt Number and/or the PO Number and click ﬂ.

=l
Step 3. Click on the = button to the right of the Receipt Number.
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The Maintain Receipts (Receiving) page opens.

Maintaih Receipts
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Note: To cancel Receipt Lines, use the % |ocated next to each receipt line.

Step 4.

Click X next to the Receipt Line you want to cancel.

A Warning page appears.

ER

Canceling ltem cannot be reversed. Do youwish to continue? (10300, 46)

es | Mo |

Caution: Once you cancel a line, you cannot reopen that line.

Step 5.

Yes

Click
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The Maintain Receipts (Receiving) page reopens.

Maintain Receipts

Receiving
Business Unit: UmAMH Receipt Status: Received x
Receipt ID: 0000000073 Add Comments Activiies
Header Details Docurnent Status
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}\‘ Note: The Status of Line 1 has changed to “Cancelled.” This does not affect Line
: 2, which still reads “Received.”

Step 6. 5
Click ml

END OF JOB AID

C:\Documents and Settings\swenczel\Desktop\jobaids\Canceling a Receipt Line_vil.doc



pruting

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

? University of Massachusetts . _empac__

UMASS.

Last Edited Date 1/19/2007
Last Edited By Kristina England

C:\Documents and Settings\swenczel\Desktop\jobaids\Canceling a Receipt Line_vl.doc 4



	Last Edited Date

