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ePro/PO – Cancel a Receipt (Any Ship-To)  Reference Guide 

Business Process Navigation 

1. Cancel a receipt (Any Ship-To). 
 

 

1. Main Menu > eProcurement > Receive 
Items 

   

Use the following navigation to cancel a receipt (Any Ship-To). 

1. From the Main Menu page, select eProcurement > Receive Items. 

 

2. The Received Date From and To will default to a one month range backwards from current system date.  Change these 
dates if desired. 

3. Select Received from the Show Status dropdown list. 

4. Enter a Business Unit – 62500 (should default from your user preferences). 

5. Enter any additional search criteria such as Receipt ID, Ship To, PO Unit or PO ID in order to limit your search results.  After 
entering all the appropriate search criteria, click Search.  

6. The receipts meeting the entered criteria will display at in the lower portion of the page. 

 

7. Click the Details button    to display the receipt. 
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8. Click the Cancel icon  at the top of the page.  NOTE: You will be unable to cancel a receipt if there is an invoice 
against it or if it has been paid, contact the Accounts Payable office to help you if you need to cancel the receipt. 

 

9. Click Yes. 

10. The receipt is canceled. 

 

 


