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Perform Receiving Corrections  

Audience: Requesters, Receivers 

Purpose: A Receiving Agent can make corrections during the receiving process. 

 Step Action 

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

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

 
4 Click the Manage Receipts link. 
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5 Click the dropdown arrow in Items Received list to display the values:. 

 
6 Click the Anytime option from this list. 

 
7 Click the Requesting BU field and select the Business Unit. 

In addition, at least one of the following must be entered to produce results from 
this page: 
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Receipt, Purchase Order, or Transfer Order. 
8 Click the Search button and highlight the receipt for correction. 

 
9 Click the Correct button. 

10 Click in the *Correct Quantity field and update the quantity. 

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

 

 

 

 

 

 

 

 

 

 

 


