OPERATIONAL SERVICES DIVISION

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: Clicking the Add Documents Icon

Click on the Add Documents (plus sign) icon.
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Screenshot Directions

Step 2: Selecting Receipt
1. Select Receipt from the dropdown menu.
CQMMBUYS e Sed
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Step 3: Locating a Purchase Order
PO Receipts - Search PO The PO Receipts — Search PO page
displays.
Seatch Using 1. Locate the PO using any of these
ALL of the criteria v search fields:
_ o PO#
Search Field:
p0# Release Number e Release Number
- e Buyer
PQ Description Alternate D
PTpe v by v 2. Press Enter on your keyboard or
scroll to the bottom of the screen and
Header o St v click on the Find It button.
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Screenshot Directions

Step 4: Selecting a Purchase Order
Select Purchase Order # Purchase Order Date Description Dept/loc  Purchaser Vendor Name Total Status Th e sear Ch resu |tS d | Spl ay at th e b ottom Of
16:1080- WSRCO1 s, 999 8 . -
0 PO-18. 1:359’;5:)5? SRCO1 072021 test BIDS1/BIDS! U‘Mj\:ew Bridgestone Americas Tire OpemmLT-C 99.96 3P(RR;:r:Ip\ete you r screen in the B I an ket Res u I tS Sect'on .
0 P0-19-1080-05D03-5RCO1- 050572021 Tpa release BIDS1/BIDS! (yMlZ:\IeW Bridgestane Americas Tire Operat\ol[sc, $18000 3P(RR- ei:n;tplete 1 |n the Sel eCt Column, CIiCk on the
— radio button next to the PO you want
® P0-19-1080-05D03-5RCO1- 09/08/2021 test BIDS1/BIDS! Bil Bridgestone Americas Tire Operations, 338888 3P(R- Complete .
15788:170 OMalleyt e Receipt tO receive.
0 PO-18-1080-05D03-5RC02: 0712021 test BIDS1/BIDST Bil Lowe'sHome Centers, LLC  $2222  3P(R- Complete
11320485 ONalleyt Fecet .
0 P0-18-1080-05D03-SRC02: 010572021 Tpa release BIDS1/BIDST Bil Lowe's Home Centers, LLC 355,00 3PCR- Complete 2 ' CI Ic k on th € S el eCt b Utto n at th e
11329 Uy Feit bottom of the screen.
PO0-18-1080-05D03-5RC02 09/082021 test BIDS1BIDST il Lowe's Home Centers, LLC $22200  3°R- Complete
1320312 Wil et
Select Bxit
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Screenshot Directions

Step 5: Locating the Items to Cancel

tem Information The Receipt page diSpIayS. The Receipt
=~ =« | Type column in the Item Information section
defaults to Receive for each item.

fem

Descrpion
= D [— 1. Inthe Selected column, click on the
u hen (ot o Pegeipt Tota XD heceigns Total) RecepeTy Quamicy | Dllars: Commests. .
— - ' checkbox next to each item to be
N cancelled, or click the checkbox at the
- ’ = top of the column to select all items.
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2. Using the dropdown arrows in the
Cancel Receipt Type column, select Cancel
for each item to be cancelled.

Receive
Return

-
-

Receiving Adjustment
Return Adjustment
Cancel Adjustment

3. Enter the quantity to be cancelled in

it the Quantity/Dollars column.
L Quantity/Dollars
*‘E‘“’ Uit Recepe TutalP0 Fuamityﬁ Y
i Cost  UOM Receipts Total] Receipt Type Dollars Comments 4 Entel’ a Comment or reason fOI‘ the
Vararce i s sl g s cancellation in the boxes in the
| e B n Comments column or enter a
wo g (a0 v ‘ comment in the Cancel All Comment
e
_ box at the bottom.
Remaining 0
o0 % V e Fa Reios |1 | tet 5. Scroll to the bottom of the page and
click on the Save & Continue button.
Rewanl el Al Camment NOTE: Items do not have to be received
Commert ) before they can be canceled.
160 Recevedeturmedicanceled quantiy ofrecepisin safus "SCC - Canceled” and *SCAT - Retumed i enored when calciating recevediretumecanceed quantiy for 3 PO fem.
Receiiz Al Retum Al Cancel A Save & Continue (ancel Reczipr
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Screenshot

Item Information

Directions

Step 6: Submitting for Approval
When the screen redisplays, click on the

L Submit for Approval button at the
e bottom of the page.
< When the screen redisplays, click on the
= Save and Continue button.

NOTE: The requisition will now proceed
el ot through the approval path. The
I Purchaser will be informed by

T o e e [_ —/ . COMMBUYS email when the approval is
complete, at which point you can log back
into COMMBUYS to view or continue with
the next step.

Step 7: Verifying Approval

COMMEUYS I - CNCRON Once your receipt is approved, it will be
R!ceipt#EOMQH Purchase Order # PO-14-1080-05001-05010-00000000038:550 E placed n the Approved for InVOICe Status'
Header Infarmatian
Receipt Number L Feceipt Statuy. SCA - Approwed for Invoice Receipt Description: W
poNumber PO Stans ICH. Cancein Alernate (0
Dapartmant: RO - 04D ThANMG Location: CAOOT - 040 TG Racapt cramar Pt e
Uer Craated: P Marmn Date Created: AWO006 02 2799 PM User Last Updated Pad Maren.

Dt Last Uptated; 10042016 024539 PM. et Date; V002016 0027 59 P
Attachments
Fes:
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