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Reversing a Goods Receipt



» 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
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» Sign into Ariba Guided Buying via SSO
Ariba Buying Find goods and sen

Shop Your favorites Your requests Your approvals
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Catalogs Link to SAP Buying & Requisition & Approvals
Invoicing
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Sourcing & Procurement Purchase Orders Receiving ﬁs
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< Receiving

Resources
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Purchasing Policy Training Guides Contact for Questions Reports

E] Website E] Website E] Website E] Website

Receiving

Click on the “View Your POs to
Receive’ tile

View Your POs to

Receive
@ Website
Drexel
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Search for your PO by
< | Your requests entering the PO number in
the search bar

Recent requests Requisitions Purchase orders To receive Request for quotes Invoices Custom forms

Filter by Your items v Last 3 months Order Id ~ U0332866 Q,

If you're receiving an item, enter the quantity or amount you’re receiving in the Accepted field. Then click Submit to confirm receipt. If you're receiving a service, click Receive. You
can find any order, including orders you've fully received, by entering the order number in the Find an order search field.

U0332866 Supplier: 10x Genomics, Inc ¢ Received

2025 Phone Bill

If the PO has already been
fully received, you will need ﬁs
to click ‘.‘Edlt". _Other\lee Drexel
skip to slide 8




Receiving Steps

Select Receipt

@ Select Request

@ Receive

Additional Info

@ Summary

ERP Order U0332866: 2025 Phone Bill

Select a receipt to work on or view. To select an item in the list, click its ID.

Click “Reopen Order”

Note: This order is currently closed for receiving.

Receipts - No Approval Needed

Receipts
ReceiptID 1 Order ID
RC1743 u0332866
RC1744 U0332866
RC1745 U0332866
RC1746 U0332866

Reopen Order Reopen the purchase order to do further receiving.

Title

2025 Phone Bill

2025 Phone Bill

2025 Phone Bill

2025 Phone Bill

Date

Wed, 9 Apr, 2025
Wed, 9 Apr, 2025
Wed, 9 Apr, 2025

Wed, 9 Apr, 2025

Is Subcontractor

Prev

Next

Status

Approved
Approved
Approved

Approved

More
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Next ’ ‘ Submit | Exit

More

Receiving Steps Receipt RC1748: U0332866 - 2025 Phone Bill

line items, you must provide comments to explain your action.

For a receipt, indicate the amount or quantity to accept or reject for each line item, and the date received. If you
Enter the amount that
needs to be reversed

in the ACCepted Date: Wed, 9 Apr, 2025

CO|Umn aS a negatlve Processing Status:  Receiving
(e.g., For this PO we

Click Submit

Select Request

Select Receipt

@ Order ID:  U0332866

Order Title: 2025 Phone Bill

3 ) Receive
My Labels: Apply Label...~v  ®
need to reverse 200,
@ Additional Info
Line Items - Quantity Fully Received so we enter -200 =
@ Summary No. T Quantity Full Description Unit Supplier Part Number  Prev. Accepted Prev. Rejected Accepted Rejected Total Received Date Received
1 1,000 2025 Phone Bill Each 1,000 0 -200 1,000 Wed, 9 Apr, 2025

Confirm that Close seToes |
Order: Is set to No if
more receipts will be [EEEESIIORED

submitted against this

PO, otherwise set to
Yes
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< Your requests

Recent requests Requisitions Purchase orders To receive Request for quotes Invoices Custom forms

Filterby  Your ite Enter the amount that U0332866 Q
needs to be reversed

If you’re receiving an item, enter the quantity or amount you’re receiving in the Accepted field. Ther |n the Accepted g a service, click Receive. You
can find any order, including orders you’ve fully received, by entering the order number in the Find ¢ .
column as a negative.

(e.g., For this PO we

U0332866 Supplier: 10x Genomics, Inc Material
need to reverse 200,
so we enter -200 Receive ALL®D
2025 Phone Bill No. Quantity Prev. Accepted Accepted
2025 Phone Bill 1 1,000 800 ‘-200.0000
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