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1. Ensure the Search for drop down box indicates PO No. and enter the PO # for the receipt 
modifications.  Note:  This new feature with the July 2011 release will allow you to open receipts the 
SAME DAY you created them to make changes or delete the receipt.  Once the receipt exports to 
Banner, no changes can be made to the receipt. 

2. Click on the Go button. 
 

 
 

3. Click on Receipts tab. 
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4. Click on the Receipt #.  For the 1st example, we will make a modification to a receipt quantity.  
Important Note:  This can only be accomplished the same day the receipt was created. 

 

 
 

5. Click the Reopen Receipt button. 
6. A confirmation pop-up window will be displayed.  Click OK to confirm that you want to reopen the 

receipt. 
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7. The Reopen Receipt Reason pop-up is displayed.   From here you can select PORT Users to notify 

regarding the modification to the receipt.  Enter the reason for the change to the receipt. 
8. Click the Add Comments button. 

 

 
 

9. Update the quantity received for the desired line item. 
10. Click on the Complete button.  This completes the modification of an existing receipt on the same day. 
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11. Click the PO #. 
 

 
 

12. Click on the Receipts tab.  For the 2nd example, we will delete an existing receipt.  Important Note:  
This can only be accomplished the same day the receipt was created. 
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13. Note that the previous modification to receipt 40700, changing quantity from 3 to 2, now shows an open 
quantity of 1. 

14. Click on the receipt that you want to delete. 
 

  
 

15. Click on the Reopen Receipt button. 
16. A confirmation pop-up window will be displayed.  Click OK to confirm that you want to reopen the 

receipt. 
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17. The Reopen Receipt Reason pop-up is displayed.   From here you can select PORT Users to notify 
regarding the deletion of the receipt.  Enter the reason for deleting the receipt. 

18. Click the Add Comment button. 
 

 
 

19. Click on the Delete button.  Important Note: Once it has been deleted, the receipt cannot be recovered. 
20. A confirmation pop-up window will be displayed.  Click OK to confirm that you want to delete the receipt. 
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21. This has deleted the reopened receipt.   
22. To confirm, we will enter the PO # with the Search for combo box set to PO No. and click the Go 

button. 
 

 
 

23. Click on the Receipts tab. 
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24. Notice that there is only 1 receipt remaining and that 40701 have been deleted. 
25. Click on the receipt to add a comment. 

 

  
 

26. Click the Comments tab.   
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27. Click on the Add Comment button. 
 

 
 

28. The Add Comment pop-up is displayed.   From here you can select PORT Users to notify regarding the 
comment on the receipt.  Enter the comment for the receipt. 

29. Click the Add Comment button. 
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30. Note the comment on the receipt. 
31. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
 
Important Note:  Receipts are loaded to Banner in a batch process early the next morning.  AP will match your 
receipt with the Invoice and Purchase Order before making payments to the supplier. 

30. 

31. 


