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Reversing a Goods Receipt

Receivers perform this procedure when an adjustment is needed to the quantity of a Purchase
Order (PO) line item. The reversal needs to occur due to incorrect quantities received, or a line
item was received in error.

IMPORTANT NOTE: It’s very important to go by the ITEM field and not the LINE field when doing
a Goods Receipt (GR) because there are times that a PO line item is already fully received, so it
will not appear any longer when you pull up the GR screen. If you go by the line field, you could
inadvertently enter a GR on the incorrect line item. That is why it is so important to make sure
you use the ITEM field. Use the end-user procedures on the training website to set your defaults
so the ITEM field is set next to your Line field so you don’t have to scroll to your right

continuously.
1. Select Goods Receipt from the Business Transaction Type field dropdown menu
2. Select Purchase Order from the Reference field dropdown menu
3. Enter the Purchase Order (PO) number in the appropriate field
4. Enter Movement Type 102
5. Select the checkbox next to the PRINTER icon in the individual slip field if a print out of

this transaction is required. Note: Change the individual slip to collective slip.
6. Select the EXECUTE button
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7. Select the Where tab
a. Verify the Plant is correct
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8. Select the Quantity tab
a. Change the Qty in the Unit of Entry field to the quantity of material being
reversed
b. Select the Item OK checkbox for the line item

c. Repeat actions until all items requiring the reversal action have been checked
Select the CHECK button
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9. The system checks for possible errors that need to be corrected before the transaction
can be posted. If no errors exist, the system displays a message indicating that the
“Document is O.K.”

Document is 0.K.
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10. Select the POST button
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11. The Goods Receipt Purchase Order — User Name screen displays with a message of the

material document number posted



