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Canceling a Receipt (Rev 06/07)

	1.  
	Begin by navigating to the Receiving page.

Click the Purchasing link.
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	2.  
	Click the Receipts link.
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	3.  
	Click the Add/Update Receipts link.
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	4.  
	In this case, we are not creating a new Receipt, we are searching for one that is already in the system.

Click the Find an Existing Value tab.
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	5.  
	The value PUR01 will probably default into the Business Unit field. If it does not, you can type it in or select it from the Lookup table.

	6.  
	Click the Receipt Number field. The best way to locate the Receipt that you wish to cancel is to enter its number here. But since there is no Lookup icon, if you do not have Receipt Number, you can skip this field.

	7.  
	Your Ship To Location code will most likely default in as well.

	8.  
	If you don't have the Receipt Number you can look up the Receipt you had previously created by using whatever information you have--for example the Ship To Location plus the Received Date.

Click on the arrow for the Received Date drop-down list.
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	9.  
	From the Received Date: drop-down list select the "greater than" symbol.
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	10.  
	Click the Date Lookup (Alt+5) button.
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	11.  
	The calendar appears with the current date highlighted (in this case, 7/22/07). 

Click the desired date (in this case 7/20/07).
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	12.  
	Click the Search button.
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	13.  
	One or more receipts matching your selection criteria will display. (In this case, receipts created after 7/20/2007.)

	14.  
	Clicking on the red X next to the Receipt Status field towards the upper right corner of the page cancels the whole Receipt document displayed. 

If a specific row or rows on the Receipt should be canceled and not the whole thing, you would click on the red X at the end of the individual row or rows.

	15.  
	In this case, click the Cancel Receipt button.
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	16.  
	A warning will display stating that once done this action cannot be un-done. If you are sure, click the Yes button.
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	17.  
	Lastly, click the Save button.
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	18.  
	You have now successfully completed the process for canceling a receipt.

End of Procedure.
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