
How can you cancel a receipt in Cetec ERP?
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You may accidentally receive in the wrong product or the wrong quantity of product, or receive product 
at the wrong cost or at the wrong time. 
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In these cases, you may want to use the “Cancel Receipt” button to undo your receiving action, unravel 
the transaction, re-open the vendor PO, etc.
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To cancel the receipt, you'll want to navigate to the receipt. You can do this straight from the Receive 
Parts screen, as shown here,
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or, from the home screen, you can find a receipt by clicking Purchasing,
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Receipts,
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and then Receipt List.
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Run the PO Receipts report
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and click into your receipt from the list.
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If you go to the PO Receipt screen, 

How to Cancel a Receipt
Cetec ERP

Oct 31, 2022 10 of 18



and you see the Cancel Receipt link on the left-side navigation menu (and it is not grayed out or 
disabled), most likely the system will allow you to cancel the receipt. Simply click Cancel Receipt.

How to Cancel a Receipt
Cetec ERP

Oct 31, 2022 11 of 18



The system will undo the receipt, adjust back the inventory, reopen the vendor PO if necessary with 
updated backorder quantity,
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undo any financial ledger impact the initial receipt transaction had, and effectively unravel the receipt 
transaction to get you back to the point where you had not yet performed any receipt.
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Back on the PO screen, I can see that line 3, the line I'd received in error, has been reset.
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And, if I click into that part that I had received,

How to Cancel a Receipt
Cetec ERP

Oct 31, 2022 15 of 18



I see no record of the mistaken receipt.
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Now you know how to cancel a receipt in Cetec ERP.
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Scan to go to the interactive player
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