How to Reject a Part of a Shipmentin 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

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Tao view the lifespan and line tems for & requisttion, click the Expand trisngle icon:

Business Unit: |BEMNUY Q Requisition Hame:

Requisition ID: Q Request Status: | Allbut Complete % Budget Status: b

Date From: 0972172010 [5) Date To: 09/25/2010 54

Requester: DKIRK Q Entered By: 2 POID: Q
Search Clear

To edit or perform another action on & requisition, make a selection from the Action dropdoswn list and click Go.

Reg D Requistion Mame BU Drate Status Buceyet
0000000276 Example of Rejected Shi... BEMUY 092872010  PO(=) Walic
Dizpatched

Total

a00.00USD

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

Receive Selected

Receive Items

You have 1 line open for regéiving for requisition Example of Rejected Shipment

Receive Selected
m and go to the Receive Form.
e selected

Requisition Jdnes to Receive

First (411 of 1 [F Laat

Furchase Order D etails

- - - Tot Req Accepted -
B Requisition Hem bDescription Tty YU Ship To
Req Requisition Hlem Description JAmit to Date UOM Ship To Vendor
Example of
EMUY  Rejected Example of Rejected Shipmert 10 a EA KIRK DEBBI DELL SERNI-001
Shipment

Check &l Clear &l

Incjuire Receipts Incjuire Return to vendors

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

Receive ltems
Hew Receipt

Business Unit: BENUY /

Reject Shipmert

Receipt Status: Cpen

*Received Date: |ngy2gi201 0| 5]

First [ 4 of 1 [F] Last

- . Accept

Line htem ld Item Description uomMm

= Gty - Gy

1 Example of Rejected Shi 100000 | [y Q 100000 [ O
Save Receipt

Addd Meww Receist

Inguire Return to ‘Yendors Incjuire Receipts

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

Reject Shipment

Hew Receipt
Business Unit: BENLY

Item Description Recsived UoM Rejeet Reject Reason R—el—?ﬂ RIMA M
Oty Action Humber Line

1 Example of Rejected Shi  10.0000

Ok Cancel

Ea 20000 |[pamaceD  |o [Repla v || Il |

|Look up Reject Reason (Alk+5) I
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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.

Receive ltems
Hew Receipt

Business Unit: BEMUY

Receipt Status: Open

‘Received Date: ngfzaroin |5

Reject Shipment

Customize | Find | Wiesw Al | #

First [A] 1cf4 :* Last

Line kem ld Item Description W UOM Acce

Example of Rejected Shi

100000 | B2 Ea |o soooo EE OO

Save Receipt
Acld Mew Receint

Incjuire Return to Wendars Incjuire Receipts

Step 7) Click Save Receipt

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

Receive tems

You have 1 line open for receiving for requisition Example of Rejected Shipment

Receive Selected
% and go to the Receive Form.

stomize | Find | a1

First 4] 1af 1 [ Last

{ Requisition Lines to Receive | Furchaze Order Detailz

I . Tot Beq Accepted -
Reqg BU Requisition Rem Description Amit to Date UOM Ship Toe Vendor

Example of
[] BEMUY  Rejected Example of Rejected Shipmert 10 g EA  WIRK DEBBI DELL SERYI-001
Shipment
iCheck & | Clear A1
Inguire Receipts Incuire Return to Vendors
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