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                MIGO - Goods Receipt (Post Partial Goods Receipt)
   If you receive part of what you have requisitioned, you should post a
   goods receipt for only items received. Make changes to the quantities
   as necessary.
   O pen the User menu folder, the Requisitioner folder and the
   Goods Movement folder. Double-click on  , or click once and
   then click the green check mark  icon.
     
   The Goods receipt Purchase order screen will be displayed. If the
   detail data folders are open at the bottom of the screen, you will
   need to close them by clicking on the close folder  icon next
   to the folders.
    
   Type in the purchase order number for the goods that you have
   received.
   Click the execute  icon.
     
   Click in the “OK” column next to the items for which you want to post
   a goods receipt. A check mark will appear.
   If you have not received the entire quantity ordered for any item,
   change the quantity displayed in the quantity (Qty in UnE) field. If
   you do not expect to receive the additional quantity, use the
   horizontal scroll bar to scroll right to the “Delivery Complete”
   field.
      
   Inside Stuff
   Note: If the “OK” column is grayed-out (that is, you cannot click in
   it so that a check mark will show), then you have not closed the
   details portion of the screen. See Step 2.
   To mark an item as complete even though you did not receive the total
   quantity ordered, click the down arrow next to the item in the “Del.
   compl. Ind.” field and choose “Set.” You will do this only for items
   where the quantity ordered and the quantity received are not the same.
   Do not mark the delivery complete if you expect to receive the
   additional items.
   Click on the  icon to post the goods receipt. Alternatively,
   you can click on the save  icon to post the goods receipt.
     
   Inside Stuff
   If you want to Cancel a line item or remove it from a purchase order:
   1. Click in the OK field.
   2. Change the quantity to 0 (zero).
   3. Scroll right or tab to the Delivery Complete Indicator field and
   change the value to “Set”.
   4. Post or Save the changes.
   This will close the line item from the purchase order and restore the
   funds back to your original budget.
   If you accidentally changed quantity to 0 and set the delivery
   indicator in error, contact the buyer or purchasing group who created
   the purchase order to re-open the line item.
   The buyer or purchasing group and their phone number can be found on
   the Employee tab of the MIGO transaction.
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