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3.3 Canceling a Receipt
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	Step
	Action

	1. 
	Begin by navigating to the Maintain Receipts - Receiving 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 Add a New Value page displays. 
To search for the receipt you nat to cancel, click the Find an Existing Value tab.
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	Step
	Action

	5. 
	The Receiving search page displays.
Enter values in one or more search field to narrow the receipts that are retrieved for your search.  
Entering the receipt number is the most direct search method.  You can also enter the PO number, vendor, received date, receipt status, etc. to narrow your search.
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	Step
	Action

	6. 
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	Step
	Action

	7. 
	Click the Search button.
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	Step
	Action

	8. 
	The purchase order(s) that match your criteria displays in the search results grid.
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	Step
	Action

	9. 
	Click the receipt link.
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	Step
	Action

	10. 
	The Maintain Receipts - Receiving page displays.
Use this page to cancel the receipt.
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	Step
	Action

	11. 
	Click the Cancel Receipt button.
[image: image18.png]





[image: image19.png]Message

iptcannot be reversed. Do you wi





	Step
	Action

	12. 
	A confirmation message displays.
Click the Yes button confirm the action.
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	Step
	Action

	13. 
	The Receipt Status has updates to "Canceled".
The receipt Line Status updates to "Canceled" for all receipt lines.  
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	Step
	Action

	14. 
	When a PO receipt is canceled, all quantities/amounts on the receipt become available for receiving on the associated purchase order. 
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	Step
	Action

	15. 
	You have successfully completed the Canceling a Receipt topic.
You have learned to:
 - Search for a receipt
 - Cancel a PO receipt
End of Procedure.
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