
 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

C:\Documents and Settings\swenczel\Desktop\jobaids\Placing an Entire Receipt on Hold_v1.doc 

Placing an Entire Receipt on Hold 

 
Once a receipt has been entered in the ePro module, the end user can place that 
receipt on hold.  Remember that once you place a receipt on hold, that receipt 
cannot be vouchered. 

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

 
Navigate to the following path: 

eProcurement  Receive Items 

  
The Manage Receipts page opens. 
 

Step 2. Enter the Receipt No or PO ID and click . 
Step 3. Click the  button next to the appropriate Receipt ID. 
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The Maintain Receipts (Receiving) page opens. 
 

Step 4. Click the Header Details link. 
 
The Maintain Receipts (Header Details) page opens. 
 

Step 5. Select the Hold Receipt checkbox. 
Step 6. 

Click . 
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The Maintain Receipts (Receiving) page reopens. 
 

 
The Receipt Status and the Receipt Lines Status change to “Hold.”  

Step 7. 
Click . 

 END OF JOB AID 
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