
Canceling a PO Receipt

Procedures for Canceling a PO Receipt in PeopleSoft



Navigation

NavBar Menu Financials

Purchasing Receipts
Add/Update 

Receipts



Receiving

• Click “Find an Existing Value”

• Enter the desired Receipt number.

• Click the Search button



Receiving

• Click on red X for the lines you wish to cancel or click the red X 
next to receipt status at top to cancel entire receipt.

• Click “Yes” at prompt.

• Click the Save button.



Receiving

• Verify that the Receipt Status is correct. 

• End of Procedure
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