Monthly Tips and Tricks

1 Cancel a Receipt of a Purchase Order

If goods are returned to a Supplier or receipted in error the receipt may be cancelled.

By the following steps

1 Click on Cancel Receipt Tab
2 Enter order Number or use pick icon to find order
3 Regardless of how many lines on the Order, by cancelling the receipt, all lines will be cancelled. Lines for which goods/services have been

received must be receipted again. Lines that have been invoiced will not appear

4 Click on Cancel, under Actions to Perform in Task Panel
5 A message will appear * A Message will appear Receipt of Order xxxxxx will be cancelled. Do you wish to continue.
6 Click on Yes.
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Once a receipt has been cancelled the balance is now a back order to the purchase order. If that is not required the order may need to be cancelled.

2 Cancel a Purchase Order

If a purchase order is no longer required it can be cancelled.

By the following steps

1 Click on Orders Tab

2 Retrieve outstanding purchase orders

3 Highlight the line with the purchase order you wish to cancel.

4 Click on Cancel Order, under Actions to Perform in Task Panel

5 You will be taken into the purchase order

6 Click on Cancel, under Actions to Perform in Task Panel

7 A message will appear * A Message will appear Order xxxxxx will be cancelled. Do you wish to continue.
8 Click on Yes.
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