Receiver (RC)

1. Click Receiving Search.
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2. Enter Transaction Code, Transaction Dept, and Transaction ID. If entering a
DO or PO number, use the wildcard (*) before the numbers.
Click Apply.
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3. Click 3 Dots (Related Actions).
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4. Click Related Pages.

Receiving Search +

Filters

Transaction Code

Impartam Links | Accesaibiey

Transaction Dept

Transaction Dept
061

View per Page. o

Transaction 1D

Click 3 Dots

Transaction ID

30060

Daseription Vendor/Customer

0023004

CGlAdvantage | ®coime 4454

& Back

@

B
]

About | Princy | Impormamlinks | Accesaibiiy

Click Related Pages

CGlAdvantage | ®CGile 446




5. Click Select Lines To Receive.
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6. Check the box of the line(s) you want to receive. Click Receive.
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you want to receive.

CGl Advantage |




You will now be in the Header component of the RC.

7. Click the Commodity tab.
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8. Enter Received Quantity.
For a line type of service, do not enter a received quantity. Enter Received
Service Contract Amount.
To view the original ordered quantity, click the}to expand the section.
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Repeat Step 8 for each commodity line received.



If the shipment is a partial shipment or an over shipment, a reason and condition are
required. Follow these additional steps, if necessary, otherwise skip to Step 13.

9. Click the} to expand the section.
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10. Click Show More.
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11. Scroll down to the Condition and Reason fields. Verify the Shipment
Indicator shows Partial.

12. Enter Condition, using the pick list.

13. Enter Reason (free-form typing).
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14.Click Validate.
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15.When the transaction validates successfully, click Submit.
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This message will appear when your transaction is submitted successfully.
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Receiver Cancellation

1. Click Create and Search Financial Transactions.
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3. Click on the highlighted RC number to open the transaction.
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4. Click 3 Dots (Related Actions).
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5. Click Cancel.
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6. Click Yes.
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Cancel Confirmation

Are you sure you want to cancel the current transaction version?

I that was your intention, select Yea. 1§ not, select No to retum 1
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A cancellation draft will appear.
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7. Click Validate.
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8. When the transaction validates successfully, click Submit.
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The cancellation will then be routed through the same approvals as the original. Entries
will not be reversed until the cancellation is in Final Phase.
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