	Work Instruction
Functional Area: Purchasing 
	Cancel/Reverse Goods/Service Receipt
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	Purpose

	Use this procedure to cancel or reverse a Goods Receipt document.

Trigger

Perform this procedure when goods have arrived but were received or entered in error and the goods receipt needs to be canceled or reversed.

Prerequisites

· Purchase Order number

· Packing Slip from Vendor

Menu Path

Use the following menu path to begin this transaction:

· Select Logistics [image: image1.png]


  Materials Management [image: image2.png]


  Inventory Management [image: image3.png]


  Goods Movement [image: image4.png]


  Goods Movement (MIGO) to go to the Goods Receipt Purchase Order – XXXX XXXX screen.

Transaction Code

MIGO

Helpful Hints

· The R/O/C column in the field description tables below defines whether the field is required (R), optional (O), or conditional (C).

· On certain screens you may have to scroll to view some data entry fields.

· Click [image: image5.png]Show Overview



  to show an overview of your worklist.

· Click [image: image6.png]Hide Overview



  to hide the overview of your worklist.

· This process is only for goods and services ordered using a Requisition/Purchase Order or a Term Contract Release Order, except for Construction. The goods receipt process is not used with construction orders since only a 2-way match is required for them. In addition, Pcard purchases or Small Dollar Invoices do not utilize this process.

· If the shipment does not include a University order number with it and it cannot easily be determined in another way, contact the vendor or ordering department.

· At the time the Requisition or Term Contract Release Order is entered, University departments can choose whether to have items centrally received or shipped directly to them. Departments are encouraged to receive physical items centrally in order to alleviate delivery traffic on campus.

· Central Receiving is the primary dock that provides end delivery to most departments.

· Some large divisions/departments, that have specialized and sensitive shipments, provide for their centralized receiving at their own docks. They are Radiation Safety, Laboratory Animal Medicine, Hoxworth Blood Center, and University Printing Services.

· When goods are received at Central Receiving, the receiver will create an entry in a paper log referencing number of cartons, and then pass the shipment with the packing slip to a verifier. The verifier will open the cartons and enter the appropriate Goods Receipt.

· When there are more items received by Central Receiving than listed on an order, and it is greater than the tolerance set in the system, the verifier contacts the department to see if they want to keep the overshipment. If they do, the verifier requests the department to send a change order to Central Purchasing and enters the amount of the shipment that was originally expected. They indicate the actual amount received in the Delivery Note Quantity.

· For items that are under $10,000.00 and an invoice has been received, A/P runs an exception receiving report daily, and enters receivers for those items, whether the items were centrally received or not. A/P also manages receipt entry for invoiced items above $10,000.00 which are not centrally received. A/P requests verification directly from the University department.

· The other departments that have central docks will need to follow a similar procedure to Central Receiving in SAP, except the manual part of the process may differ slightly according to their department procedures, e.g. their employees may receive, verify and enter the goods receipt directly without separating those duties. They may also elect to hold the shipment until they process the change order for overshipments, and then enter the receipt.

· Make sure to collapse the Item Detail section of the screen when it opens so that the first item in the Item Overview section is not grayed out.

· If the check box for printing the Goods Receipt is not checked when the Goods Receipt is saved, you will need to print the Goods Receipt using MB02. If it was checked and the Goods Receipt failed to print due to a printer error, use MB90 to reprint. For instructions on how to do this, refer to the Business Process Procedures (BPPs) for these two transactions.

· Only two types of goods movement will be used, 101 and 102. All other movement types are for inventory and are currently not used.


	Procedure


	1.
	Start the transaction using the menu path or transaction code.


	Goods Receipt Purchase Order - XXXX XXXX
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	2.
	Perform one of the following:
If You Want To

Go To
Cancel a goods receipt

Step 3
Reverse a goods receipt

Step 7



	3.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Business Transaction (Unlabeled field directly under the Show Overview or Hold button)
	Required
	Indicates the action that can be carried out in the MIGO transaction

Example:
A03Cancellation

[image: image8.png]


    If the Overview section of the screen is open, this field will be directly under the Hold button, but if the Overview section is closed, this field will be located directly under the Show Overview button.



	
	Reference Document (Unlabeled field to the right of the Business Transaction field)
	Required
	This field allows for further clarification of an entry by reference to other sources of information, either internal or external to SAP.  Any SAP-posted document number can be used as a "reference" when entering a new document--all information from the referenced document will become the defaults for the new document, and fields can then be changed to complete the information required for the new document.  External document numbers may also be used.

Example:
R02Material Document



	
	Material Document
	Required
	System generated document for material movement; Also, a document created when a goods receipt has been performed; The material document records the posting date and materials received.

Example:
5000000150

[image: image9.png]


    Enter the Material Document of a previously posted Goods Receipt.




	4.
	Click [image: image10.png]


 .


	Cancellation Material Document XXXX - XXXX XXXX
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	5.
	Select [image: image12.png]


 in the OK column for all the item(s) to be cancelled.


	6.
	Click[image: image13.png]


 .


	Cancellation Material Document - XXXX XXXX (2)
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	7.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Business Transaction (Unlabeled field directly under the Show Overview button)
	Required
	Indicates the action that can be carried out in the MIGO transaction

Example:
A01Goods Receipt



	
	Reference Document (Unlabeled field to the right of the Business Transaction field)
	Required
	This field allows for further clarification of an entry by reference to other sources of information, either internal or external to SAP.  Any SAP-posted document number can be used as a "reference" when entering a new document--all information from the referenced document will become the defaults for the new document, and fields can then be changed to complete the information required for the new document.  External document numbers may also be used.

Example:
R01Purchase Order



	
	Purchase Order Number
	Required
	Unique number identifying the purchase order

Example:
4500000178
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    Enter the Purchase Order that has been previously received against and for which the goods receipt is to be reversed.



	
	Movement Type
	Required
	Code used during the creation of the stock transfer order; Each different type of warehouse movement is represented by a different movement type code. Examples include goods issue to production, goods receipt with purchase order.

Example:
102

[image: image16.png]


    The entry in this field must be 102 to perform a Goods Receipt reversal.
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	The system displays the message, "Material document XXXX posted."


	8.
	Click [image: image18.png]


 .


	Goods Receipt Purchase Order XXXX - XXXX XXXX (2)
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	9.
	Select [image: image20.png]


 in the OK column for all the item(s) to be reversed.


	10.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Qty in UnE
	Required
	Quantity in UnE

Example:
10
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    Enter a partial or full quantity to reverse for line item 1.




	11.
	Click [image: image22.png]


 .


	Goods Receipt Purchase Order - XXXX XXXX (3)

[image: image23.png]2 dH e CHE DDan BE @B

ide overew || 3| [ ] oheck | Fost | 1B Hole

Goods Receipt Purchase Order - Gloria Riker

AENIERIC]
My Documents
< Purthase Orders

Goods Receipt & | Furchase Order

ceneral | Vendor | @ |

5 B e

GRgoods receipt 101

5100000024
4500000079
4500000083 DocumentDate  05/15/2008 Delivery Note
< vaterl Dooumerts | pogingpsta 05/15/2000 Bil of Lading Heatorton
5000000300 B [ Indwidual Slip =)
= Held Dafa
Blank Line _|OK [M_[PO Quantiy Oun [atyinUnE_[E, [No.Ca_ |Lo_|Received Del. Note Qty Del, |Mat Short Text Purchase __[ltem _[vendor
=]
=
=]
cl
[IDICT -

B Detail data

Material document 5000000301 posted

0 JWic0 b2 ucermi7 s |







	12.
	Click [image: image24.png]


 until you return to the SAP Easy Access screen.
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	The system displays the message, "Material document XXXX posted."


	13.
	You have completed this transaction.


	Result

	You have cancelled a goods receipt document or partially reversed a goods receipt.

Comments

If you need to enter another goods reversal, you can repeat the process without exiting the Goods Receipt Purchase Order– XXXX XXXX screen.
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