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How to Reject a Part of a Shipment in ePro 

 
Sometimes Shipped orders are damaged or  wrong items are sent. If this happens 

you may need to reject part of the shipment 

 

Important ! – The process regarding credits has not changed. The department 

user is responsible for contacting the vendor for the appropriate follow up. This 

could include: asking the vendor for a replacement shipment, a credit memo, or 

invoice adjustment (or combination). 

 

 

In this Example we will assume 10 items where ordered, 10 items were received, 

but 2 of the items where damaged and returned and are now on back order. 

 

Step 1) Go to the Manage Requisition Screen  

 Navigation eProcurement > Manage Requisitions 

 
 

Step 2) find the requisition you want to receive, select “Receive Order” then click Go  
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Step 3) select the line number you wish to receive, then click   

 
 

 

Step 4) For this example we said 10 where receive, but 2 were damaged, so you’ll 

want to enter 10 as the quantity received and then click the Reject Shipment link 

 
 

Step 5) Enter the quantity  rejected, reason code and reject reason. If the vendor 

gives you a Return Merchandise Authorization (RMA) number you can enter that as 

well. Click OK 
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Step 6) Optional – In the comments section, you may want to add addition 

comments to document the circumstances  regarding the receipt and return of the 

item(s). Click the  icon to add comments. 

 
 

Step 7) Click  

  

 

Note – when the 2 replacement items are delivered , you will still be able to receive 

those items. 

 


