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HOW TO VIEW & MANAGE RECEIPTS AND RETURNS 

PURPOSE View & Manage Receipts and Returns  

SCOPE Shipments page (Receipts & Returns )  

RESPONSIBILITY Supplier Admin Account  
  

SHIPMENTS PAGE  

 

Click on the Shipments tab. 

 

1. Enter the PO Number in the PO Field 

2. Press Go Button 

 

 
 

 

You can see the Receipt Numbers for a PO 

 

 
 

 

 

3. Click on the Receipt Number for further details 

 

 
 

 

4. Click on "Returns" tab, and then click on "Go" to show full list. 

 

 
 

5. Click on PO number for more details. 

 
 

 
 


