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Reversing a Goods Receipt

2 Drexel University | Ariba Implementation 

➢ A goods receipt may need to be reversed if items are found to be damaged, items are returned, or if the user 

inadvertently receives too much of the order in the system

➢ Steps can be taken to fully or partially reverse a goods receipt



Reversing a Goods Receipt

Click on the “Receiving” tile
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➢ Sign into Ariba Guided Buying via SSO



Reversing a Goods Receipt

Click on the “View Your POs to 

Receive” tile
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Reversing a Goods Receipt

Search for your PO by 

entering the PO number in 

the search bar
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If the PO has already been 

fully received, you will need 

to click “Edit”. Otherwise 

skip to slide 8
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Reversing a Goods Receipt

Click “Reopen Order”
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Reversing a Goods Receipt

Enter the amount that 

needs to be reversed 

in the Accepted 

column as a negative. 

(e.g., For this PO we 
need to reverse 200, 

so we enter -200
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Confirm that Close 

Order: Is set to No if 

more receipts will be 

submitted against this 

PO, otherwise set to 
Yes
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Click Submit
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Reversing a Goods Receipt

Enter the amount that 

needs to be reversed 

in the Accepted 

column as a negative. 

(e.g., For this PO we 
need to reverse 200, 

so we enter -200
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Click Submit
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