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Editing or Canceling a Receipt 

This Addy Note explains the steps you’ll need to take to edit or cancel a receipt.   

Step Action 

1.  Navigate to: Main Menu > eProcurement > Manage Requisitions.  

2.  Enter the requisition number in the Requisition ID field. If you don’t know the 
requisition number, click the lookup icon next to the Requisition ID field to perform a 
search. In the Request State, select PO(s) Dispatched.  
 

 
 
Note: If your requisition was created in a prior fiscal year, it may have an associated 
purchase order that rolled over at the end of the fiscal year. If so, you will need to use 
these steps to locate the requisition ID.  
 

• Navigate to Purchasing > Purchase Orders > Review PO Information > 
Document Status.  

 
• Enter your search criteria in the Purchase Order Document Status page that 

displays, and click the Search button.  
 

• Make a note of the requisition number, and enter it in the Requisition ID field.  
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Step Action 

3.  Click Search.  
 

 
4.  Click the Select Action drop down arrow on the line you want to review.   

 

 
5.  Select Receive.  
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Step Action 

6.  The Receive Items page will display.  
Click the Inquire Receipts link.  
 

 
7.  The Manage Receipts page will display.  

Click Search.   
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Step Action 

8.  Click the Details icon.  

 

9.  From here, you can edit such information as the Received Amount field.  
 

 
10.  Click the Distribution icon.  

 

 
11.  Here you can also edit the Qty Std UOM field.  
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Step Action 

12.  When you are finished editing, click Save Receipt.  
 

 
 

13.  To begin the process of canceling the receipt line for the requisition you selected, click 
the Cancel (X) icon.  
 

 
14.  When the confirmation message displays, click the Yes button to finish canceling the 

receipt.  
 

 
15.  To cancel another receipt, click the Inquire Receipt link on the Receive Items page 

and follow Steps 13 and 14 again.  

 


