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Create Reverse Goods Receipt 
Updated March 5, 2026 

Purpose 

This document shows the steps needed to reverse a goods receipt. 

Procedure 

Access SAP Ariba by clicking the SAP Ariba – Procure to Pay tile in Firefly. 

 

Click the B&I Classic UI tile. 
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From the dropdown menu next to Manage, choose Receive. 

 

Enter the Purchase Order number in the Order ID box. Click the All radial button, then the 

Search button. Use the dropdown menu to search by Req ID, Receipt ID or Contract ID. 

 

Click on Reopen Order.  

 

A new Receipt and Receipt ID Number will generate with a status of Submitted. The Reopen 

Order button will turn blue. Click on the blue Reopen Order button. 
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Click the Receive Manually button. The new receipt changes to Composing status. Select the 

new receipt ID.  

 

In the "Accepted" box, enter "- (negative) quantity number". As per the example below, a 

quantity of 5 (five) was previously "Accepted". To reverse the goods receipt, enter -5 (negative 

five) in the "Accepted" box. Click the blue "Update Totals" box. The "Total Received" should 

change to 0 (zero). Be sure to do this step for every line of the order to reverse. Click "Submit". 

 

Click Submit and the Reverse Receipt is complete.  
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Validation of the completed receipt will be generated. 

 


