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

4 Search Advanced Saved Search Items Duein Last 7 Days ¥

** At least one is required E

** Requester ASHFORD, RUTH v Requisitioning BU
** Entered By v ** purchase Order v
Requisition ** Transfer Order v

Items Due Last 7 days v

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

Manage Receipts

4 Search

** Receipt

Requisition

Items Received | Last 7 daysD

Search Results

Regquisitioning BU
** Purchase Order

** Transfer Order

Advanced Saved Search All Receipts v

** At least one is required

v
v

Search Reset Save..

6 Click the Anytime option from this list.

Manage Receipts

4 Search

*# Receipt
Requisition

Items Received | Last 7 days v

Last 60 days

Last 30 days

Search Results

Actions v View v Format ]3 Detach
Last 3 days
isitioni .| Yesterd .
gaqumltlonmg Receip esterday Description
Today

Columns Hidden 5 | AnYllime

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.

Job Aid SSP-020

Manage Receipts

Search Results

Actions v View v Format v  §2 i=" Detach

=

Click the Search button and highlight the receipt for correction.

P Received
Requisitioning g cine Item Description Supplier Receipt Date Purchase Order Transfer Order ~ Shipment
BU .
Quantity UOMName  Currency

Lucas County 2004 FA Equipment Compass Rose Soluti... 1 Each 5/21/19 3:18... 10009

Lucas County 2005 HBO Pack! Compass Rose Soluti. 2 Each 5/21/19 6:19. 10011

Lucas County 2006 Spanish Pack! Compass Rose Soluti... 2 Each 5/21/19 11:0... 10012

Lucas County 2009 Test E Technologies, Inc. 5 Each 6/3/19 11:09... 10035

Click the Correct button.

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

Correct Receipts

View v Format v 5% i='| Detach
Requisitionin, Received
BUq 9 Receipt Item Description Supplier * Correct Quantity
Quantity UOM Name Currency
Lucas County 2005 HBO Pack! Compass Rose ... 2 Each 1

Coli Hidden 1

11 Click the Submit button.

12 Click the OK button.

13 Click the Done button.
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