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Placing a Receipt Line on Hold

I Once a receipt is entered in the ePro module, the end user can place a receipt line
niro on hold. If the receipt status is already “Closed,” the receipt line cannot be placed
on hold. Also, if a receipt line is placed on hold, the receipt cannot be vouchered.

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

_@_ Navigate to the following path:

eProcurement = Receive Iltems

The Manage Receipts page opens.
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UMAMH 0000000057 083112006 0000000143 1BM-001 Receied

UMAMH 0000000056 0812006 0000000142 1BM-001 Received [

UMAMH 0000000055 0R01/2006 0000000141 1BM-001 Recaived

UMAMH 0000000054 0RI1/2006 0000000140 IBM-001 Recaived ]

UMAMH 0000000053 OA1/2006 0000000139 IBM-001 Received

UMAMH 0000000032 OB1/2006 0000000138 IBM-001 Receted L
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UMAMH 0000000047 ORI1/2008 0000000133 IBM-001 Rocoived [
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UMAMH 0000000042 DBATFZ008 DOOGO0D1 28 1BM-001 Foconed (72 i

Step 2. . . s h
P Enter the Receipt Number and/or the PO Number and click w.

F

1
= button to the right of appropriate Receipt Number.

Step 3. Click on the
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The Maintain Receipts (Receiving) page opens.
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Step 4. Click the I 2ERENNEET tah.

The Optional Input section opens.

[or
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Maintain Receipts
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Step 5. Select the Hold checkbox for the line(s) you want to place on hold.

Step 6. | Click the LEEEEAENET tap.

Interface Axsol informaton
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The Receipt Lines section reopens.
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Maintain Receipts
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P‘ The Receipt Lines Status changes to “Hold” for the line(s) you wish to place on
1 hold. The Receipt Status remains “Received.”

Step 7. 5
Click ﬂl

END OF JOB AID
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