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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.

peEd

Navigate to the following path:

eProcurement - Receive ltems

The Manage Receipts page opens.

=0

Manage Receipts

Recalvod Date: From 02207008 5 To 00M72008 [

Burs. Uitz | LINANS =] Receipt No: Ship Toe aeanch
pov: [ = rom: Cloar
Show Status: | Hecvipan -
| | B

UMAMM  000000D0SS DEA1/2008 DODOODOTSS 1BM-001 Recehed e ‘:’ [~ B ) ‘i

UMAMH 0000000067 DB1/2006 0000000153 IBM-001 Received L] ‘r‘ =

UMAMH 0000000050 OA/31/2005 0000000152 IBM-001 Receed [ % = 3 @

UMAMH 0000000065 OWI1/2006 0000000151 IBM-001 Received 3 ‘:‘ =M

UMAMH 0000000064 DA1/2006 DO0OD00T50 1BM-001 Received ':‘ (= WG|

UMAMH  D00D00D0ET DA1/2006 DDDODD0T4S IBM-001 Received ‘.” [SRFG |

LIMAMH  0D000000EZ DAA1Z006 DODDOO0T 48 WEMAS-DD1  Receted |11 '." L= ] 4

UMAMH 0000000061 DAA12006 0000000147 IBM-001 Receied Y ‘," = Gz H

UMAMH 0000000050 0812006 0000000146 1BM-001 Receied L] ‘:’ L= B 4

UMAMH 0000000058 DRAT/2006 0000000145 WEMAS-0D1  Recened [0 '." =g M

UMAMH 0000000050 02112006 0000000144 1GM-001 Recalved ] ‘:’ (=G|
(200 4 091 Becarend M % o Tt

Step 2. Click the Add New Receipt link.
The Receiving (Add a New Value) page opens.
Receiving
Find an Yalue ] Add aNew Value

Business Unit:  |[UhanH O

Receipt Number: |NEXT

PO Receipt |

Add
Find an Existing Yalue | Add a Mew Value
Step 3. Add

Click
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The Select Purchase Order page opens.

Select Purchase Order
Search Criteria
PO Unit: UMAMH Days +i- Today:
: Start Date: ]
Line/Sched Num: / End Date: &
Release: Vendor Name: Q “endar Lookup
Hem ID: & vendor tem ID: Q
Ship To: Q Manufacturer ID: | Q
Ship Via: & Manufacturer's ftem ID: | a
¥ Retrieve 0Open PO Schedules
Receipt Oty Options
_searen | € No Order Gty  Ordered Gty @ PO Remaining Oty
ok | cancel | | Refresh |

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

I\‘ 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 Search |

The PO Number is accepted.

Select Purchase Order
Search Criteria

PO Unit: LIMAMH O, Days +.. Today:
D: 000000256 Start Date: B
Line/Sched Num: ! End Date: &)
Release; \endor Name: Q Wendor Lookup
Kem ID: Q Vendor item ID: a
Ship To: Q Manufacturer ID: ‘ Q
Ship via: a Manufacturer's ftem ID: ‘ a
[V Retrieve Open PO Schedules
Receipt Qty Options

_searh | " Mo Order Qty " Ordered Oty ' PO Remaining Gty

" i |

First [ 1.5 o7 I Last

Retrieved Rows

[ setected Rows T Shipging Relsted T bicie Detais
. . P o
Sel (POUnit |POID Line |[Sched [Release | Due Date PO Oty Receipt Description
[~ UMAMH 00000002586 1 1 09i08/2006 2.0000 SAFCO COMPUTER MULTI-MED A CAB
T UMAMH 0000000256 2 1 09i08/2006 2.0000 5" BASE FOR MULTI-MEDIA CABINE
[T UMAMH 0000000256 3 1 09i08/2006 4.0000 MAYLINE FUTUR-MATIC DRAFTING T
[T UMAMH 0DODDOD25E 4 1 02/08/2006  4.0000 COMBINATION LAMP I CHROME
[~ UWMAMH 0000000258 5 1 09i08/2006 4.0000 ALLSEATING FLUID TASK CHAIR
(] SelectAll O Clear All
Ok | Cancel | Refresh |
I\‘ 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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Retrieved Rows

[ Selected Rows Shij III'I'!Fr-Hh-li r1. e Detailzs
’7 PO Unit |POID ’ﬁ’@ Release | Due Date Description
UMAMH 0000000256 1 09/08/2006 2.0000 SAFCO COMPUTER MULTI-MEDIA CAR

[~ UMAMH 0000000256 2 1 09/08r2006 2.0000 5" BASE FOR MULTI-MEDIA CABIME
[~ UMAMH 0000000256 3 1 09/08r2006 4.0000 MAYLIME FUTUR-MATIC DREAFTIMNG T
¥ UMAMH 0000000256 4 1 09/08r2006 4.0000 COMBIMATION LAMP N CHROME
[~ UMAMH 0000000256 5 1 09/08r2006 4.0000 ALLSEATIMNG FLUND TASK CHAIR
[T UMAMH 0000000256 B 1 09/08/2006 2.0000 MAYLINE RAMGER STEEL 4-FOST LI
¥ UMAMH 0000000256 7 1 09/08r2006 6.0000 ML DOUBLE MATTE WMYLAR FILM
O setectan O cieara

SeP 7| glick 0K

The Maintain Receipts (Receiving) page opens.

Maintain Receipts

Receiving
Business Unit: LUnAMH Receipt Status: Qpen X
Receipt ID; MEXT Add Comments Activities

Header Details

Select Purchage Order

ata

COMBINATION .
TAnE N Device
B LAMP I £9.03000  [4.0000 B Ea o 4mo0open T BA Qe X
CHROME e
3MIL DOUBLE Device
=3
2 B MALT“;FE MYLAR  78.98000  |6.0000 B [Ea Q 6.0000 Open [ EA Q el x
I” Interface Receipt Print Delivery Report | Fun PO Receipt Azorial | Interface Asset Information
Esavel [=] mMatify | s Refresh | Eratdd | FupdateDisplay

Step 8. | Click the i8I tab,

The More Details section opens.

Receipt Lines
es | Mors Dstails T Links and status T ttem /uta Data T Optional nput Infarmation

Description [ ;‘;en Reject |Reject (Reject |RMA

Action (Reason Humber Line

COMBIMNATION

[a] & 40000 EA  EA 279,92 USD [FIFO =] GDAD400405

ZMILDOUBLE

MATTE MYLAR [T [Ta & 5.0000 EA  EA 461.88 USD [FIFO 7| GDAD400405

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 FEEEEEIENET tap.
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The Receipt Lines section reopens.

Maintain Receipts

Receiving

Business Unit: UMAMH

Receipt ID: 0000000072
Header Details

» Header

Select Purchass Order

T tem

Inspect

More Details Tk

Description

Receipt Status: Received x
Add Comments Activities

Document Status

ce Information

nal Input I

Ins ect I\e ject (Reject |Reject

Action |Reason |Humber

5

COMBINATION
R LAMP I N [ [ & & [ | aooooEa Ea 27082 USD [FIFO ~] GDAD400405
CHROME
3MILDOUBLE
: B MATTEMYLAR I 20000 [R @ [DAMQ, 40000 EA EA  307.92 USD [FIFO =] GDAD40D4DS
FILM

I Interface Receipt Print Delivery Report |

Rl B0 Receipt Accrial | Interface AssetInformation

B save | [Znotity | < Refresh

Evicd | FUpdateDisplay

Step 11.

E save

Click

The More Details section refreshes.

Maintain Receipts

Receiving
Business Unit: UMANMH
Receipt ID: 0000000072

Header Details

SelectPurchasE Order

T More Details Thllink T
Description  |Inspeet

COMBINATION
LAMP I

CHROME

ML DOUBLE
MATTE MYLAR T
EILM,

Receipt Status: Received x

Add Commants Activities

Docurnent Status

nal Input I

Ins ect Ile ect (Reject |Reject
Action |Reason |Humber

N = = I

40000 EA EA

40000 EA  EA

] o Y —

First [ 1.2 of 2 X

27082 USD |FIFD w| GDAD400406
30792 USD |FIFQ x| GDAO400405

™ interface Receipt Print Delivery Repart |

Run PO Feceipt Accrual |

B save | [Nty | 7 Refresh

Step 12.

Click the

Interface Asset Information

Evdcd | EUpdateDisplay

C:\Documents and Settings\swenczel\Desktop\jobaids\Rejecting a Partial Shipment_vil.doc




r

UMASS.

University of Massachusetts

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

e*mpac
Enterprise Management and Performance
Throwgh Adminisrative Compuating

The Receipt Lines section reopens.

Maintain Receipts

Receiving
Business Unit: UnAMH Receipt Status: Received X
Receipt ID: ooooooooy2 Add Comments Activities

Header Details Docurment Status

Select Purchase Crder
Receipt Lines

Price

Description

69.98000  [4.0000 B Ea @

ML DOUBLE
MATTE MYLAR 7698000
FILM

ENETe

|.0000

I Interface Receipt Frint Delivery Report | Run P Receipt Accrug| I

& save | [=] Matity | 7L Refresh |

Interface Asset Information

B0 Updste/Display

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

END OF JOB AID
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