
 
 

Un-Receiving an Item 
To un-receive an item: 

For one time PO lines, select Un-Receive in the row actions list (in Acquisitions > Receiving and 

Invoicing > Receive) for the relevant item, and then select Confirm in the confirmation dialog box. 

The item is un-received.  The item must have been received at the Acquisitions workbench for the 

un-receive options to be available. 

To un-receive items for continuous PO lines, select Manage Items, and then select Un-Receive. 

In order to be able to un-receive an item, the following conditions must be met: 

●​ The item must have been received 

●​ The item must still be in the receiving department 

●​ There are no interested users related to the item. 
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