
 

 

Accounts	Payable	Update	
from	Payment	Services	

Receiving for Goods/Services Returned, Canceled or Not Received 
 

Receiving is only required for goods/services received by the department.  Do not en-

ter a receipt for goods/services returned, cancelled or not received.  The system reads 

the “Receive & Return” and “Receive & Cancel” opƟons as received causing the invoice 

to process for payment.  

A comment on the Purchase Order staƟng the goods/services were returned, canceled or 

not received, is sufficient informaƟon.  AƩach any informaƟon you may have from the 

vendor staƟng the reason the item is not “received”.  Departments should work with the 

vendor and request a credit memo if needed.   

 

Note:  The end user will conƟnue to receive automated requests for receiving unƟl the 

invoice is resolved.  It is important that comments are added to the PO as soon as the de-

partment is aware that the item is not going to be “received” so that AP is aware of de-

lays in receiving.  
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We welcome your feedback!   

Please email your questions or suggestions to: Accounts.Payable@ttuhsc.edu 

Receive & Return 


