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Correcting a Receipt Line 

 
After a receipt has been created, the ePro end user can return to that receipt and 
correct the quantity received for a receipt line or lines.  The end user can also add or 
correct additional information, such as the packing slip.  However, if a receipt or 
receipt line has been cancelled, that receipt or receipt line cannot be corrected. 

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

 
Navigate to the following path: 

eProcurement  Receive Items 

  
The Manage Receipts page opens. 
 

Step 2. 
Enter the Receipt 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. 
 

Step 4. Review the Receipt Line Information. 
 

Step 5. Make the appropriate updates. 

Step 6. 
Click . 
 
The Receipt has been updated. 
 

 END OF JOB AID 
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