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Introduction  

 
Occasionally, the wrong quantity is received for a shipment.  The receiving corrections 
window will allow the user to adjust the quantity on the original shipment.  This 
document will outline how to perform a receiving correction in CFS. 
 
 

Oracle Prerequisites  

 
� � Access to the MCCCD RECEIVER responsibility 

 
� � A partially or fully received shipment 

 
� � Verification that the incorrect amount has been received 

 
 

CFS Navigator Menu Path  

 
 Corrections 
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Section 1 – Making a Correction to a Receipt  

The following information will instruct users how to correct receipts in CFS.     
 
Objective Correct a receipt using CFS 

 
Materials Needed A desktop or laptop computer 

Security Access to the MCCCD RECEIVER responsibility in CFS 
 

When You have already received a partial or full shipment on a Purchase 
Order, and have verified you need to make the correction. 
 

Duration The duration will vary based on the receiver’s knowledge of CFS. 
 

Who Receivers at the District Office and Campuses 
 
 

Step Action 
1 Log onto your CFS account 

 

 
 



 

� � � � �� �� � �� � � � � � ��� � � � � � � � ��� � �2.� ! � � �' �
� �� � ���� � �� � � �� � � � �� �  ! � � � �� � �"#� �	 � $ �
 %��!  &%�

2 Select the MCCCD RECEIVER Responsibility 
 

 
 

3 From the menu options list, select 
 
Corrections 
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You may choose to add this menu item to your Top Ten List.  To 

add the item to your Top Ten List, click on the  button once 
you have highlighted the menu item.  This will allow you to access 
this menu item directly by double clicking on it on the Top Ten 
List. 

 
4 The “Find Corrections”  window appears.  You can search on a 

specific Purchase Order that you plan to make the correction to. 
 
Enter the Purchase Order number, and then click the FIND button. 
**Note: You can also search by Requisition number, Supplier, or 
Receipt, but for this process, search by PO number.  
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5 To ensure you are correcting the appropriate line, click on the 
ORDER INFORMATION tab at the top of the screen. 
 
* *NOTE: There is more than one line number for each line.  The 
top line refers to the “delivery”  of the quantity, and the bottom line 
refers to the “ receive”  portion of the quantity. 
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6 Click in the top “Quantity”  field of the line number you wish to 
correct to ensure accuracy. 
  

 
 

7 Click on the TRANSACTIONS tab. 
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8 Check the checkbox on the line that you wish to correct that has a 
“Type”  of “Deliver”  (see screen above). 
 
Enter a negative amount equal to the number of items you wish to 
correct (i.e. in the below example, there is a parent quantity of one, 
so –1 is the amount to correct). 
 

 
 

9 Click the Save icon ( ).  This will save the transaction. 
 

10 Close the window by clicking the “X”  in the upper right corner. 
* *Do not be alarmed…You will return to the Navigator window. 
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11 At the Navigator window, go into Corrections again. 
 

 
 Now, we are going to look at the second part of correcting the 

Purchase Order line, which involves “un-receiving”  the item or 
items (since it has been “un-delivered”). 
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12 Now you are ready to “un-receive”  the item or items on the 
Purchase Order line. 
 
Click in the Purchase Order field and enter the Purchase Order 
number.  After the Purchase Order field is populated, click the 
Find button. 
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13 You will see the “Receiving Corrections”  window again.  You are 
going to perform three functions: 

1. Click on the ORDER INFORMATION tab to ensure you 
select the correct line.  

2. Click in the “Quantity”  field on the “bottom” line that you 
plan to “un-receive.”   

3. Click the TRANSACTIONS tab. 
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14 Now you are going to perform the following four functions: 
1. Check the checkbox on the line that you wish to correct 

that has a “Type”  of “Receive.”  
2. Enter a negative amount equal to the number of items you 

wish to correct (i.e. in the below example, there is a parent 
quantity of one, so –1 is the amount to correct). 

3. Click the Save icon ( ).  This will save the transaction. 
4. Close the window by clicking the “X”  in the upper right 

corner. You will be returned to the Navigator window. 
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15 Now, we are going to check to see if there is an amount to receive. 
 

·  From the menu options list, select:   Receipts 
 
PLEASE NOTE: You can also check this in Purchase Order 
Summary in Purchase Order “Shipments”  (checking the Quantity 
Due). 
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16 Now, we need to verify that there is an available amount to 
receive. 

1. Enter the Purchase Order # in the “Purchase Order”  field. 
2. Click the FIND button. 

 

 
 

17 Click the “X”  in the upper right corner to close this window. 
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18 Click on the ORDER INFORMATION tab to ensure that you are 
looking at the correct line. 
 
After you click the ORDER INFORMATION tab, make sure the 
amount in the “Quantity”  field is the correct amount left to receive 
on the Purchase Order line. 
 
* *Note: If the amount is incorrect, and you need to “un-receive”  
more, please go back through the steps explained in this document. 
 

  
 

 
 


