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Rejecting Items--the Return to Vendor Process (Rev 06/07)

	1.  
	The Departmental Receiver cannot actually reject items on the Receiving page. As explained in the Receiving Goods topic, when items come in, the Receiver searches out and displays the appropriate Purchase Order online via the Receiving page, and fills in the number of items (defined in terms of Unit of Measure) actually received. This is the limit of his or her authority.

If quantity received is less than quantity ordered, the Receiver will be able to receive against the same Purchase Order when the rest of the shipment--or a replacement for a damaged item--comes in. 

	2.  
	You as a Department Receiver should enter a receipt into eUMB for all items that have been physically delivered to you in satisfactory condition and that you are accepting. If any items are damaged or the vendor sent wrong items, you should notify the Buyer in the Procurement Office via email that there are goods that need to be returned. 

The Buyer will enter a Return to Vendor (RTV) transaction into the system. Departmental Receivers do not have access to the Return to Vendor function in eUMB Financials.

	3.  
	You have successfully completed the topic on Rejecting Items, facilitating the Return to Vendor process.

End of Procedure.
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