COMPTROLLER'S
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NORTHERN ARIZONA
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Associate Vice President and Comptroller’s Office

Canceling a Receipt

You can cancel a receipt if it has not been paid. You will need to click on the ‘Receiving’ icon on your

requisition.
Requisition Name Status Budget Origin  FY Total Document Count
1000090356  MP Bio Dillon NAUBU  10/01/2018 Received Valid PUR 2019 5,345.00 USD 1 <Select Action>
Requester: Coe Megan S Entered By: Coe.Megan S Priority: Medium . Documentation
Pre-Encumbrance Balance: 0.00 USD
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Reaquisition Approvals Inventory % gs;ﬂs:t Receiving Returns Invoice Payment
Request Lifespan:

Personetive | Find | 2] | T First [ 1-20f 2 [ Last
Line Description Status Price ‘Quantity Uom Yegdor
1 MP Bio quote UNIV0007 Received 5110.00000 usb 1.0000 UNT Valiant USASLS
2 Shipping Received 235.00000 uso 1.0000 UNT Valiant USA LLC
S
Create New Requisition

Review Change Request Review Change Tracking Manage Receipts

Requisition Report

Click on the ‘Details’ icon as shown below.

Manage Receipts

Find a Receipt

Business Unit: [NAUBU Q
Received Date: |11/13/2018 &)

Receipt Number:
PO Business Unit: Q

Show Status: Received

To Date:|11/27/2018 [#

Requisition |
Name:

PO Number:

-

| Search

|| Clear |
Receipts Personalize | Find | View All | 8 | 3 First KT 1071 I3 Last
- . Net Received
Requisition Receipt ID Recv Date POID Z Status
L pt Quantity F o
MP Bio Dillon 3000219449 11/15/2018 2000086672 2.0000 Received @ L%

/

Retumn to Manage Requisitions Manage Return to Vendors

Add New Receipt

Click on the big red ‘X’ on the line you want to cancel the receipt.
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Receive Items

Receipt No: 3000219449
Business Unit: NAUBU
Receipt Status: Fully Received
Received Date: 1MMy2018

Reject Shipment

Receipt Lines

Personalize | Find | View Al # First £ 12072 D Last
Line ltemid  item Description Currency m m *Uom ;ﬁ?ﬁ! Details ff:l'; “Preceipt ‘;fm‘s PO
1 W 5110.00000 1.0000 UNT  1.0000 B |£| ©  |Pending/C>
2 SHIPPING usD 235.00000 1.0000 1.0000 B O ()
. SaweReceipt

Add Mew Receipt

Manage Return to Vendors Inquire Receipts

A pop-up message will appear stating if you wish to continue, click ‘yes’.

Message

Canceling ltem cannot be reversed. Do you wish to continue? (10300,46)

| Yes | Mo |

Click on the ‘Save Receipt’ button.

Receive Items

Receipt No: 3000219449
Business Unit: NALBLU
Receipt Status: Fully Received
Received Date: 111152018 Reject Shipment
nejecl snipment
Receipt Lines A st Bl 1.2072 O [ ast
. L Received Received Acce Asset
Line ftemid  ltem Description - 7 i
Line Item Id Iltem Description Currency T T Uom i Details Receipt Status
1 TR 5110.00000 UNT B O |[Pending®
2 SHIPPING UsD 235.00000 B’ O (4]
[ Save Receipt | )
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