
Locate the PO 

select the 3 horizontal dots in the top right hand corner create receipt 

 

 

uncheck the item(s) you are not receipting for as shown below in red 

 

 

select the correct type of receipt (quantity is for items you can count, cost is for items you cannot count 
like services) 
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scroll down to the item(s) 

Change the amount circled below in red 

use the drop-down menu and select Return  

 

 

 

Select "complete" the top right hand corner 

 

 

you will also need to communicate with the supplier for how to return the item.  
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