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Create Returns to Receipts 

Audience: Requesters, Receivers 

Purpose:  This job aid will assist you with creating returns from goods received. 

 Step Action 

1 Log into Oracle 
Home Page -> Procurement > My Receipts 

 
2 Click the My Receipts Icon. 
3 Click the Tasks icon. 

 
4 Click the Manage Receipts link. 
5 Click the dropdown arrow to view list of values in Items Received list. 
6 For this example, click the Last 30 days value from the list. 
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7 Click the Search button. 
8 Select a row to be returned and click the Return button. 

 

 
9 Click in the *Return Quantity field. 

10 Enter the return quantity into the *Return Quantity field and select a Reason. 

  
11 Click the Submit button. 
12 Click the OK button. 

 

 

 


