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3. You have the option to Enter a Packing Slip No., Add Attachments, and Add Notes related to delivery of goods or
services for your records.
Note:
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Cancelling and Correcting Receipts

If you receive against an incorrect PO or item, attempt to delete the receipt first. To delete a receipt transaction in
Bull Marketplace utilize the following steps.

1. Navigate to the Receipt in Bull Marketplace
2. Select “Re-Open Receipt”
3. Select Delete
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If the PO has been partially invoiced, you will be unable to edit/delete the receipt. Instead create a return receipt
utilizing the instructions above. When you create the new receipt, you will need to change the line status from
"received" to "return" and enter the number of items needing to be returned on the corresponding PO line. You
can then add a comment stating the reason for return and reference the previous receipt# XXXXXXXXXX.

Important Note: Do not use the Status Cancelled to correct a receiving error. Only use this functionality if items
will never be received in the future. This will remove the item from the ability to be received in the future and may
not be able to be reentered without a change order or new Purchase Order.
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