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Manually Closing an Item

e From the Transactions tab, click on Open Receiving
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e Open and partial purchase orders for the Last 90 Days are listed.
e Scroll Down to the order and click on Receive next to the item.
e Alternately, search for the purchase order by entering the purchase order number and clicking
on Search
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A Receive Item box will appear for that item.

Action is defaulted to Receive, click drop down arrow
Select Manual Close

Note — state reason for closing item

Click OK.
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e The item will be shown as Manually Closed. The purchase order will remain on the receiving
screen until all items on the order have been received or manually closed.
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