Procure to Pay

How to Correct Receiving

Purchase Orders should be received online only for the goods or services that have been
delivered to date. Do not fully receive online for an order unless all goods and services have been
delivered. If you have received a partial shipment or services for an order that requires online
receiving, you should only receive for the amount/quantity that has actually been received to
date.

It is also important to understand that if you no longer need an order opened and want to get rid
of the encumbrance/commitment balance; Purchasing cannot cancel the remaining balance of a
fully received purchase order that was billed for less than the actual quantity or amount
delivered. This will allow partial billing and payment to the supplier.

For example, if a PO is $15,000 and you fully receive it, but you are invoiced for only $14,900,
Purchasing cannot cancel the remaining $100 balance. A receipt correction will need to be done,
as demonstrated below, to reduce the quantity received to equal the partial quantity actually
delivered and billed.

Here are the steps to correct receipts:

1) On the IP Home Page, select the Receiving Tab.
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2) Click on Correct Receipts.
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3) Inthe Receipt Created by leave your name. Next, under Items Received alter it to Change
to Any Time. Now place the PO Number in the Order Number section. Select Go. After
selecting Go, past receiving transactions will appear.
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4) Enter the correct Quantity from packing list or invoice. If more than one receiving line
exists for the same item, place the correct Quantity in just one box. A zero can be placed in
the additional quantity boxes. Next select Continue.
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5) The changes are shown. Select Submit to finalize the change and correct the receiving.
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6) A page will appear confirming the receiving change has been co

mpleted successfully.
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