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Job Aid:
How to Cancel Items in COMMBUYS

This Job Aid Shows How To:
e Cancel items in COMMBUYS

Of Special Note:

Before a receipt can be processed, there must be a purchase order (PO) in Sent status. The receiving of goods and
services may be either a complete or a partial receipt. Items that are being returned must be received and then returned.
The receipt of items can also be cancelled without first receiving them. This Job Aid shows how to cancel items on a PO
and the completed receipt with a Receipt Number assigned in an updated status of Approved for Invoice.

Individuals within an agency or department who receive and or create requests for payments will find this document

useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission to receive.

Screenshot Directions

Step 1: Signing In to COMMBUYS

1. Launch the COMMBUYS website by entering
the URL (https://www.commbuys.com) in the
‘@t"“NG BUS/% browser or by clicking the hyperlink
Y COMMBUYS.
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Step 2: Logging In

0 1. Enter your Login ID and Password.

Welcome to COMMBUYS
2. Click on the Sign In button.

LoginiD |

Password

Login Assistance

Step 3: Clicking the Add Documents Icon

ol CRMMELYS © S - K © @ @ @& | Click onthe Add Documents (plus sign) icon.

Romnsl k« ) Bid Sallcitation Bid Solicitation
3 (s Readyto 2 (3 Readyto
Iw rng; Senc Open.

News Recent Documents

Step 4: Selecting Receipt

C@MMBUYS Select Receipt from the dropdown menu.

—— QPERATICMAL EERVICES DIVISION ——

Requisitinn

LA Bid Solicitation
Contract

Purchase Order

News

Receipt
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Step 5: Locating a Purchase Order

PO Receipts - Search PO

The PO Receipts — Search PO page displays.

Search Using:
ALL of the criteria ~

1. Locate the PO using any of these search

;..m.-..u.: .
PO Dascription PY— fl e I d s:
. © « PO#
= e Release Number
Deparcment ~ ° Buyer
. — o = 2. Press Enter on your keyboard or scroll
SSUP—- o FO—— - to the bottom of the screen and click on
a anser the Find It button.
Commadity-EPP Q Stack ltem Number
Step 6: Selecting a Purchase Order
0 | &0 The search results display at the bottom of your
anket Resls screen in the Blanket Results section.
L 1. Inthe Select column, click on the radio
vt e s oo e button next to the PO you want to
receive.
Selear Puschase Duder o Purchasse Oeder Dare Detiriptan Dopailoc  Prchaser Handis Nama Toasl frery
I B Fom10m 0500 008 rcOATIES2 ] o :‘.ﬁ.:....v,.w bl e 2. Click on the Select button at the bottom
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POAEASH0-O5001 DI HH0000001 N IH T T Waw Guf Card irwoce 587 2015 0008 Cruck Pulmel Wiilask VR 3OR. Compiecn Reowgt
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Step 7: Locating the Items to Cancel

N COMMELYS o P e @ . . .
B COMMEUYS g oty ©@ W& | The Receipt page displays. The Receipt Type
Py Receipt # 0003979 (In Progress) - Purchase Order # PO-17-1080-05007-05D07-7755:1 column in the Item Information section defaults to
o Receive for each item.
) 1. Inthe Selected column, click on the
o P checkbox next to each item to be
focae cancelled, or click the checkbox at the
ﬁ ReCHIp Number, s B e Oerlption” o ol Hama .
o : top of the column to select all items.
Ll rormser - [T R——
%) Easianl 0500705 TRANNG v 4 M 2. Using the dropdown arrows in the
) MO G Receipt Type column, select Cancel for
S — each item to be cancelled.
Pr— 3. Enter the quantity to be cancelled in the
el Quantity/Dollars column.
Forem: '+
e nformaton 4. Enter a comment or reason for the
5 cancellation in the boxes in the
o Comments column or enter a comment
v in the Cancel All Column box at the
[ - e - bottom.
] Paitem ot [T - p—— omars [rove— "\‘
[PETT] TENT AU PSRN NSRS R e r—— ey ] .
1 N P . 5. Scroll to the bottom of the page and click
on the Save & Continue button.
Cho s st Ml s it b Jon st s In this example all the items are being canceled.
' o NOTE: Items do not have to be received before
B they can be canceled.
o ] RN "
B /
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1 Spcpendinpnmesisnasied quannay of (KGR i L3t 'S . Cancused and "BAT . R i ired e, cakulsming recdnemamedicang ST
bt enmn o -

JA_Buyer_how to cancel items in commbuys_2016-10-11 4




OPERATIONAL SERVICES DIVISION

Job Aid:
How to Cancel Items in COMMBUYS
Screenshot Directions
Step 8: Canceling the Items
— . w - R The screen redisplays with new lines added as
‘ =r—ror il 1:1, 2:1, 3:1, etc. containing information about
. e w - . the cancellation.
s ome m 3 a0 | : 1. Click the Cancel Receipt button.
— 2. A popup dialogue box displays asking if
o~ . — you are sure you want to cancel. Click on
5 - — i the OK button.
A frcrnmimurcancsied guarsey o g 1 st S - Eanceed el N - Ry rored st ok ey reiantsied iy or 4 O

—— uw

Message from webpage

o ‘,'
'@ Are you sure you want to cancel this receipt?

|
Step 9: Submitting for Approval
§ A - When the screen redisplays, click on the
s @ Submit for Approval button at the bottom

of the page.

Guan
L -
SE Carer ooy
TDE401E 01 4247 Pl
Ripturn Al cancel All
. .
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Step 10: Saving Approval

Receipt #0003983 (In Progress) - Purchase Order # PO-14-1080-05001-05010-00000000038:550 Each agency sets up their specific approval path

for receipts.

Ho approval pach mees the donsment criena Do you want m manyally scd approven of mark th donament i approved?

) Wy ] ey
AT Rt

1. Select the appropriate approval choice.

Plaate Losecn o apprcnset i o w10 angaaly 3] e

2. Click on the Save & Continue button.

[ v kg

—
St & Cotrivg

The receipt is now in Ready for Approval status
until approved.

Cargil § Ext

ey el - i Rrseried

In our scenario, we do not have an approval path
for receiving items, so we selected Automatic
approval and clicked on the Save & Continue
button.

Step 11: Verifying Approval

COMMBUYS g Cotog

‘A CECNON Y
Receipt # 0003983 jApproved for Invoice)§ Purchase Order & PO-14-1080-05D01-05D10-00000000038:550 E

Header Information

Once your receipt is approved, it will be placed in
the Approved for Invoice status.

Rescelpt Nuamber: L] Rcelit Status: SCA - Apprrend for lewsicn Ricelpt Description: it
P Number: - PO Stane WA Canced Arernate 0

Department: CADOT - S0 TRANING. Loation CADT - O TRAMING Ricelpt Gramer Pandd Martn
Ui Criated: P Maron Dati Craated VOLI0N6 00 37 59 PM IJIH'I.H[IIP&HE' P Marmn
Date Last Updated: T0E6 i 4% 40 Pl Recetved Date: VWO 03 2T 50 P

Artachments

e 5

Forma:
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