Shopper: Canceling Goods Receipt Confirmation
Explanation

1. Obtain the Confirmation number by displaying either the Shopping Cart or the
Purchase Order and viewing the Related Documents tab.

Mylinfo | Universal Worklist | MyResearch Buy@,Duke‘

Shopping | Receiving | Reports | Personalization

--- Shopping Area > Receive ltems > Shopping Area > Receive ltems > Shopping Area |
¥
Create Shopping Cart B Advanced Search
4 Search for existing shopping carts and other documents.
Shopping Carts (1124) | My Carts -ForTeam (181) | Team Carts (546) Confirmations (80) | Confirmations for Team Carts (0} l
View | Standard [ Create Confirmation | | [ Display |[ Edit || | Return Delivery |[ DeleteiCancel || Print Preview |[ Refresh |[ Export .|
E. PO Number tem Number Product Description Supplier Cat # Supplier Name: Supplier ID Unit Quantity Confirmed Quantity Ords
4530001367 1 Pkg of 120, thin-wall polypropylene 8-tu TBS0201 BIO-RAD GENETIC SYSTEMS CORP | 65 EA 1
|| 530001384 1 Stainers, Reagents; GG and B Automated G | 23001201 FISHER SCENTIFIC CO 133 cs 3
|| as30001159 5050000223 1 AEC (Reagent Grade) S0g 0291-50G BIOEXPRESS CORP 7164 EA 3
|| as30001159 5050000223 z AEC (Reagent Grade) S0g 0291-50G BIOEXPRESS CORP 7164 EA 1
|| as300011s8 1 WASK CLASSIC WISOFT TIES PKSO 15628213 VWR INTERNATIONAL INC 313 cs 2
|| as30001162 5050000225 1 Glass Culture Tube 10x75mm, 1000/cs T-6000-10X75 BIOEXPRESS CORP 7164 cs 3
|| as3000n6t 1 WASK CLASSIC WISOFT TIES PKS0 15628213 WWR INTERNATIONAL INC 313 cs 3
|| as30001151 1 Cryocolor Cap nsert, Fink 500/6x T-26851-9 BIOEXFRESS CORP 7164 B 1
|| 530001165 1 WASK CLASSIC WISOFT TIES PKS0 15628213 VR INTERNATIONAL INC 313 cs 3
|| seatizasar 50000251 1 NEEDLE, HYPODERMIC DISP 16GAX1 5N | 15628213 CARDINAL HEALTH 25428 X 3
i

2. On the Shopping page, click on the Advanced Search link.

Mylinfo | Universal Worklist | MyResearch Buy@,Duke‘

Shopping | Receiving | Reports | Personalization

-.- Shopping Area > Receive ltems > Shopping Area > Receive ltems > Shopping Area |

Create Shopping Cart

Shopping Carts (1124) | My Carts - For Team (181) | Team Carts (546) Confirmations (80) | Confirmations for Team Carts (0)
¥ _Show Quick Criteria Maintenance
View |Standard - Create Confirmation Display || Edit Return Delivery || DeleteiCancel || Print Preview |[ Refresh ][ Export
E. PO Number Confirmation Number ttem Number Product Description Supplier Cat # Supplier Name: Supplier ID Unit Quantity Confirmed Quantity Ordy
| 4530001267 5050000 1 Pk 0f 120 thin-viall polvpropviens Bty TBS0201 BI0-RAD GENETIC SYSTEMS CORP | 65 EA 1

3. Search for the Confirmation document by entering the Confirmation number and
clicking the Search button.

Advanced Search | History , Back Forward

Advanced Search Help

Search For: [Confirmation [ ] Number: 5050000223 i

Search Criteria: Confirmation
Searchin. (& System
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Select the Line Item of the item you wish to cancel by highlighting it. Then click the

Cancel button.

Display Confirmation

Confirmation Number: 5050000223 Purchase Order Number: £530001159 Status: Posted in the Backend Confirmed Value: 12808 USD Created By Mr. Niels Bohr Created On 01/08/2012 20:15:34

—
4 Overview  Header | fem | Moles&Atiachment | Approval | Tracking

Confirmation Name: Reference Document:

Delivery Date: * 01/09/2012

W ltem Overview

m - | Copy Al
Line Number ttem Type Product D Description Supplier Catalog # Product Category Outstanding Quantty Confrm Quantiy Price Unit Currency Per DelveryDate AssignType Assign Number Le
1 Material AEC (Reagent Grade} S0g 0291-50G ECD1 ] 3 3202 EA USD 1 01/142012  Cost Center
2 Material AEC (Reagent Grade) S0g  0291-50G ECO1 i 13202 EA | USD 1 017142012 Cost Center

o
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Confirm the Cancelation by clicking Yes.

Overview Header

elete | Cancel Document

Do you really want to delete the

i:j document?

¥ liem Overvie

Repeat steps 4 and 5 for any other Line Items you wish to cancel. You can select

multiple Line Items by holding the CTRL and SHIFT keys while clicking on the lines.

When you have canceled all the Line Items you wish, click the Confirm button.

[Show my Tasks | [[Print Preview: | | [Refresn |

Ovenriew” Header © tem |  MNotes & Aftachment ©  Approval © Tracking

Name of Cancel. Reference Document.
Cancelled on: * | 03/28/2012
Select the line item that you want to cancel and click ‘Confirm'. You can also select multiple line items by holding CTRL + SHIFT keys and selecting the line items that you want to cancel.

¥ ltem Overview

Select All Add ttem Duplicate || Delete
Line Number temType Product D Description Supplier Catalog # Product Category ~ Confirmed Quantty Price  Unt Currency Per DeliveryDate Assign Type Assign Number LastDelivery Purchat
-1 Material AEC (Reagent Grade) S0g  0291-50G ECO1 3 3202 EA USD 1 01M4/2012  Cost Center ] 453000

You will receive a notification.

Display Cancellation

Confirmation Number: 5050000312 Purchase Order Number: 4530001159 Status: Awaiting Approval Confirmed Value: 35.06 USD Created By Wr. Niels Bohr Created On 03/28/2012 19:55:58

‘Your cancellation 5050000319 has been Posted

Show my Tasks Print Preview Refresh Confirm
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