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	Purpose of the Workbench:
	The Receiving Workbench allows agencies to have more control over managing their Receipts. 

It allows users to manually Close Receipts, Re-open Receipts, and provide another location to Cancel Receipts.

Note: Closed receipts may be re-opened, provided they were not previously ‘Canceled’. 


	Fluid Navigation:


	POs & Receiving homepage > Receiving tile > Review Receiving folder > Receiver Workbench

	Classic Navigation:


	NavBar > Navigator > Purchasing > Receipts > Receiver Workbench


	Using the Workbench:

	The Receiver Workbench page allows users to search for an existing value or to add a new value, if a WorkBench ID does not already exist. Use the Add a New Value tab by entering a new WorkBench ID and selecting the Add button.
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	Once the WorkBench ID has been created, this ID can be used for subsequent closure activity by clicking the Find an Existing Value tab, selecting the Search button, and selecting the WorkBench ID that was previously created.  
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	The Receiver Workbench – Search Criteria page provides several methods to search for receipts, such as range of Receipt ID numbers, Supplier ID, and PO ID. 

Searches may also be conducted based on Receipt Status. For example, users may want to select receipts that have been ‘Fully Received’.
Enter the desired criteria and select the Search button. 
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	Close Receipts:

	Search results are displayed on a new page. Receipts may be selected individually or using the Select All link at the bottom of the results grid. 
Once the desired receipts are selected, enter a Description at the top of page, and click the Close Receipt button.
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	This opens the Process Request Options page. 

The Receipt Close Delay Days field indicates the minimum number of days that must have elapsed since a receipt was last updated before it will be eligible to close. This field can be changed or left as 0. 

Select OK.
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	The Processing Results page displays. Any receipts that meet the system criteria for closure will appear in the Qualified box (on the right).  Others not meeting the system criteria will appear under the Not Qualified box.  

Click the Yes button to proceed with closing the Qualified receipt(s).
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	A message will display to provide processing status and the process instance number. Click OK.
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	The user is returned to the selection criteria page. 

Click on the Process Monitor to check the status of the process.
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	The View Process Request For page will open in a new window. 

The process is complete once:

Run Status = Success

Distribution Status = Posted

The new window may be closed.
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	Back on the Receiver Workbench – Search Criteria page, searches for closed receipts may be conducted by looking for a Receipt Status of Closed Receipt.
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	The Receiver Workbench – Search Results can be used to confirm the receipts were closed.
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	Note: The same basic steps are also used to Re-Open Receipts and Cancel Receipts.
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