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3.1 Putting a PO Receipt on Hold
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	Step
	Action

	1. 
	Begin by navigating to the Receipt - Add a New Value page. 
Click the Purchasing link.
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	Step
	Action

	2. 
	Click the Receipts link.
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	Step
	Action

	3. 
	Click the Add/Update Receipts link.
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	Step
	Action

	4. 
	The Receiving - Add a New Value page displays.
Verify that the following:
- the Business Unit field displays "MDJUD"
- the Receipt Number field displays "NEXT"
- the PO Receipt checkbox is selected
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	Step
	Action

	5. 
	Click the Add button.
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	Step
	Action

	6. 
	The Select Purchase Order page displays.
Use this page to enter criteria and search for a purchase order you want to receive against.
You can provide as much or as little selection criteria as you want.  Supplying more search criteria will reduce the number of rows returned by the search. 
Supplying less selection criteria will increase the number of rows returned.  If you don’t retrieve the purchase order you are trying to receive against, widen the search by supplying less search criteria. 
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	Step
	Action

	7. 
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	Step
	Action

	8. 
	Click the No Order Qty option.
NOTE: Selecting this option requires the receiver to enter the actual number/count of goods received. 
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	Step
	Action

	9. 
	Click the Search button.
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	Step
	Action

	10. 
	Purchase order lines matching your selection criteria display in the Retrieved Rows section below. 
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	Step
	Action

	11. 
	Click the check box for all purchase order lines for the purchase order.
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	Step
	Action

	12. 
	Click the OK button.
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	Step
	Action

	13. 
	The Maintain Receipts - Receiving page displays.
Use this page to enter the quantity of goods received.
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	Step
	Action

	14. 
	Enter the quantity/amount received into the Receipt Qty/Amt field. 
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	Step
	Action

	15. 
	Click the Save button.
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	Step
	Action

	16. 
	The Receipt ID is generated and the Receipt Status is updated to "Fully Received".
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	Step
	Action

	17. 
	Click the Header Details link.
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	Step
	Action

	18. 
	The Maintain Receipts - Header Details page displays.
Use this page to update the receipt hold status.  You can also enter shipping details form the packing slip and other processing options, as needed.
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	Step
	Action

	19. 
	In the Hold Receipt Options section, click the Hold Receipt option to select it.
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	Step
	Action

	20. 
	Click the OK button.
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	Step
	Action

	21. 
	The Maintain Receipts - Receiving page displays.
The Receipt Status now displays "'Hold Receipt".
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	Step
	Action

	22. 
	Click the Save button.
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	Step
	Action

	23. 
	When you are ready to remove the hold status, return to the Header Details for the receipt and deselect the "Hold Receipt" option.
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	Step
	Action

	24. 
	You have successfully completed the Putting a PO Receipt on Hold topic.
You have learned to:
 - Put a PO receipt on hold
End of Procedure.
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