Receipts for Canceled Orders

In order to do a receipt in Paw for a canceled PO, you must contact the
supplier directly first and make sure the transaction has been canceled on

their side.
Follow the below steps:

Locate the PO in Paw
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Click the dropdown menu use the three horizontal dots under the
Shopping cart total. Select Create Receipt.
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Select the correct receipt (Quantity is for items you can count, Cost is
for items you cannot count such as a service)
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Scroll down to the bottom of the page and locate the Status field. Click
the dropdown menu.
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Click Complete.
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Next Steps
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