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1. Within a Purchase Order, click on the Receipts tab. 
 

 
 

2. See the notice regarding the draft receipt for the purchase order.   
3. Click on view link. 
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4. Click on the Delete button if this draft receipt was started in error.   
5. To complete the draft receipt, click on the Receipt Name.  See the Receiving procedure step 7 – 12 to 

complete the receipt. 
6. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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