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Rejecting a Partial Shipment 

 
When the ePro end user rejects a partial shipment, the user must add a new receipt 
and select all PO items that will be rejected.  Once the Receiving page opens, the 
user must reject the shipment while the receipt is still in the “Open” status.  The 
required fields are Reject Qty, Reject Reason, and Reject Action.  The user can then 
save the receipt, generating a new receipt ID. 

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. Click the Add New Receipt link. 
 
The Receiving (Add a New Value) page opens. 
 

Step 3. 
Click . 
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The Select Purchase Order page opens. 
 

Step 4. Enter the ID (Purchase Order Number). 

 
Note:  The ID number is your 10-digit Purchase Order (PO) number.  You must 
know the PO number for the items you will receive; there is no search tool for the ID 
on this page. 

Step 5. Click . 
 
The PO Number is accepted. 
 

 

 
Click the View All link in the Retrieved Rows section if all items are not viewable.  

Step 6. Select the line items you will reject. 
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Step 7. 
Click . 
 
The Maintain Receipts (Receiving) page opens. 

 

Step 8. Click the  tab. 
 
The More Details section opens. 
 

Step 9. Enter the following fields in the Receipt Line(s) you are rejecting: 
♦ Reject Qty (required) 
♦ Reject Action (required) 
♦ Reject Reason (required) 
♦ RMA Number (optional) 

Step 10. Click the  tab. 
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The Receipt Lines section reopens. 
 

Step 11. 
Click . 
 
The More Details section refreshes. 

 

Step 12. Click the  tab. 
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The Receipt Lines section reopens. 
 

 

 
The Accept Quantity field is now empty because all quantities have been rejected.  

 END OF JOB AID 
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