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Placing an Entire Receipt on Hold

I Once a receipt has been entered in the ePro module, the end user can place that
niro 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 Iltems

The Manage Receipts page opens.

26 Pai

Manage Recelpts

[ Snach Critaria

Received Date: From  US300008 7 To 0amroos [/
Burs, Urnit; | LIMANS =] Foscoip N Ship T Seanch
PO Unit: ‘I POID: Claar

Rocamd

»
UMAMH 0000000087 DRATAO0E 0000000153 1BM-001 Rucuhwd e ':’ =1 _3
UMANH  D0O0DOUDSS 083112008 DD00000152 1BM-001 Recoed [ % = (3 @
UMAMH  D0ODDDUOSS 083112008 0OD0O001SY (BM-001 Recoed [ % o (3 @
UMAMH 0000000084 DE3172008 DO0000G1S0 (BM-001 Rocowd [0 % a3 @
UMAMH  000D0OD0E3 DA1(2008 DO0DODETAS IBM-D01 Receed [ % o 3 @
UMAMH 0000000052 DAII/Z006 0DD00DD1AS WEMAS-DD! Receted [ % o (2 [
UMAMH  00000O00S1 DA1/2006 0OD0O001AT [BM-001 Recetred [ % = [ @
UMAMH 0000000060  DA172006 0000000146 1BM-001 Receved [ % o 5 @
UMAMH  00000000SD D/31/2006 0000000145 WEMAS-DD1  Reraived SaEE
UMAMH  D0000O00SD D/31/2006 DODDOO01A4. [EM-001 Recaved [ % e [z A
UMAMH  00000DD0ST /3112006 000000143 (EM-001 mecaved [ % e (g A
LA 0000000056 ORI /2006 0000000142 [DM-001 Recaned [ % = 3 [
UMAMH 0000000055 02112006 0000000141 (GM-001 Recaved [ % = 3 @
UMAMH 0000000054 0R31/2006 0000000140 IBM-001 Recaved [0 % oo (3 [
UMAMH 0000000053 0R/31/2006 0000000139 (BM-001 Receed L % &= (3 @
UMAMH 0000000052 0R/31/2006 0000000138 1BM-001 Receed I % = 3 [
UMAMH 000000051 DRE1Z06 DO000001ST IEM-001 recannd My S o= Gt @
UMAMH 0000000050 DRIE1FZ006 DOOGO0DY 36 1BM-001 Recond [t % o 3 E
UMAMH 0000000048 DRCZO06 0000000135 1EM-007 Rocaiad T ':‘ = 1
UMAMH 0000000048 GEAZ006 BO00000134 1BM-001 Retammd =-_‘ "'f = e 1 1
UMAMH 0000000047 DBETZ006 000000133 1HW-001 Rocohed ..'.. ':f =] y: :3
UMAMM  0000OD04H. DBCHTFZ008 DO0DO0ET 32 [BM-001 rocone [0 % G (2 @
UAMH 0000000045 ORATAR008 0000000131 1EM-001 Rocohwd "} L= R ] _]
UMAMH 0000000044 DECTFZ006 DOOOO001I0 1BM-001 Rocthad '..‘ '} = I} j
UMAMH 0000000043 083172008 0O00000128 1BM-001 Recowd [ % e 3 @
UMAMH 0000000042 DB31/2008 DO00000129 1BM-001 Recoed [ % o (3 @

Eelurn 10 Manags Reuisitons

Step 2. Enter the Receipt No or PO ID and click ﬂl.
Step 3.

=13
Click the & button next to the appropriate Receipt ID.
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The Maintain Receipts (Receiving) page opens.

Maintain Receipts

Receiving
Business Unit: LIMAMH Receipt Status: Received )(
Receipt ID: noooonoorTz Add Comments Activities
Header Details Document Status
» Header

Select Purchase Order
Receipt Lines

[ Receipt Lines THilaF iis T Links s T tem imigData T optionaiinput T
Line Ite: Description  |Price Receipt Accept Oty [Status  |Category
_ COMBINATION [T
1 ) LAMP IM 6398000  |2.0000 By [Ea Q 2.0000 Received I I ] EA STl *
CHROME ———
3 MIL DOUBLE Devlce
2 = MATTE MYLAR 7898000 |5.0000 [(=NEIY 4.0000 Received O O EA 1R Tk x
FILM,
I” Interface Receipt Print Delivery Report | R PO Receipt Ascrial | Interface Asset Information
[ Save | A Retunta SEarchl [=] Matify | 3 Refresh | Eradd | | Update/Display

Step 4. Click the Header Details link.

The Maintain Receipts (Header Details) page opens.

Maintain Receipts

Header Details

Business Unit: UMAMH *Receipt Date: pamaz006 [ Receipt Time: [8'29AM
Receipt ID: 0ooooononT2 User ID kengland

Recefve Source:  On-line Receipt Status: Received

\endor: noononot = Name: B MASON

Location: 001 *Ship To: GRAN0040S

Last Change Date  09/08/2006 9:17184n Last User to Modify  kengland

~ Shipping Information

Carrier ID: < Container ID:

Vehicle ID: Nbr Cartons:

Driver ID: Pallets In:

Bill of Lading: | Pallets Out:

Pack Sz | Port Of Unloading: Q
Shipment Number: | Ship From Country: 'ﬁ Q

Pro Number: [ Ship From Location: Q

Invoice: | ™ Allow ERS
Invoice Dt Op: Match Status: To Match
Freight Terms: Match Rule: STANDARD O
E Receipt Processing Options
I Hold Receipt ™ Process Manufacturing
Hold Inventory I~ Process Inventory
" Hold Assets ™ Process Assets

ok | cancal | | Remssh |

Step 5. Select the Hold Receipt checkbox.

Step 6.
P Click 2
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The Maintain Receipts (Receiving) page reopens.

Maintain Receipts

Receiving
Business Unit: UMAMH Receipt Status: Hald X
Receipt ID: 0000000072 Add Comments Activities

Header Details Document Status

Select Purchase Order

Description Price
~ COMBINATION F—
R LAMP 1N £9.93000  [2.0000 B [Ea © 20000 Hold T [Ea g 2205 %K
CHROME e
. 3 MIL DOUALE —
By m‘lh;rs MTLAR 7HEEONG 50000 B [Ea @ 40000 Hold | I wE TR Y e )4
™ Interface Receipt Frint Delivery Report | Run FOIRECEiptAcorial | Interface Azset Information
B save | S\ Return to Searchl [=] Matity I L Refresh | Eradd | | ElUpdateDisplay
h The Receipt Status and the Receipt Lines Status change to “Hold.”

Step 7. =
P Click _2.3%"

END OF JOB AID
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