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The information below will provide step-by-step instructions on how to correct Goods Receipt
(GR) / Invoice Receipt (IR) balances.

How to Generate a list of GR /IR Balances:

To review PO balances between Goods Receipts (GR) and Invoices (IR), execute T-Code
ZMB5S.

1) Enter or select the appropriate Purchasing Group and click Execute to run the report.

List of GR/IR Balances
| Menu 4 || | 4 | Save as Variant.., || Back || Cancel || Systema J| Execute | Get Variant. .. || Program Documentation |
Database selections
Furch. Organization to |:|
I Purchasing Group |:| to |:|
Material [ fto [ [ =]
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Display options
Layout —
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2) The report will display account assignment lines for every Purchase Order with a GR or
IR surplus balance. Red highlighted entries are instances where the Quantity Received
is lower than the Quantity Invoiced. Green highlighted entries are instances where the
Quantity Received is higher than the Quantity Invoiced.

List of GR/IR Balances

[Nenua || | 4 [ Back] [ Exit | Cancel | System.a [ Frst Colunn | Colunn Left | Colunm Rght | Last Colum | Chooss Detal | Set Fitr |

or

tem SaA Fr. vendor CTyp Quantity Received quantity invoiced oun GR value Invoice amount LC Crcy Fund DeI FI
000430

1 536,260 550,120 Al 521.14 535,00 USD 3313800000 X X 2015
1 536,260 550,120 AU 521,14 835,00 USD 3313800000 X X 2015
1 536,260 550,120 Al 521.14 535,00 USD 3313800000 X X 2015
1 536,260 550,120 AU 521,14 835,00 USD 3313800000 X X 2015
1 1 210,280 209.650 Al 210,25 209,62 USD 3313800000 X X 2015
101 210,280 209,650 AU 210,28 208,62 USD 3313800000 X X 2015
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3) In order to only display current year entries, scroll to the right until BP is visible in the
column heading. Left click BP to select the heading. Then, right click on BP and select
“Set Filter”. Enter 2016 and click the green check.

Filter criteria for item line

Select.
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4) The report can be exported to an excel spreadsheet by using the menu path Menu >
List > Export > Local File...

List of GR/IR Balances

[ Menu . | _ | 4 [Back || ext || cancel || System. |
List B Print  (Ciri+P)
Edit -| Export »
Gato ¥ Send,. (Shift=FS) heel L pe=
Seftings ’ Local Fie... (F9)
Envronment *  Exi [ Shift+F3)
System b 536.260 550.120 AU ;
Help ’ 536.260 550.120 AU !

536,260 550.120 Al L]
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5) Review balances in the report to see if changes are required. The following scenarios

are examples of balance issues:

Goods Receipt Surplus (green highlighted entries)

Scenario

Resolution

The agency received item and returned to
the vendor. The agency does not plan to get
another item.

Cancel goods receipt (see instructions
below on How to Cancel a Goods
Receipt). Adjust PO to release the
encumbrance.*

The agency erroneously created goods
receipts for items that were not received.

Cancel invalid goods receipts.

The agency created a goods receipt for a
gquantity greater than the actual delivered
quantity, and no additional deliveries are
expected. (Ex: GR was posted for a quantity
of 10, but only 8 were received leaving an
overage quantity of 2.)

Adjust goods receipt via “Return
Delivery” for the overage quantity (see
instructions below on How to adjust
(Return Delivery) a goods receipt).
Adjust PO to release the
encumbrance.*

The agency created a goods receipt for
delivered items and has not yet created an
invoice.

No action is required.

*Review Instructions for Close PO with Remaining Balance.

Invoice Surplus (red highlighted entries)

Scenario

Resolution

The agency created an invoice prior to
goods receipt entry. Invoice is blocked for
payment.

Create goods receipt when goods
received and notify OFM at
OFMMagic@dfa.ms.gov to request the
payment block be lifted.

The PO flag “Goods Receipt / Confirmation
of Performance of Service” is not checked.

No action is required since no goods
receipts are created.

The agency created an invoice for a quantity
greater than the goods receipt entry. Invoice
is blocked for payment.

Create goods receipt for quantity
balance and notify OFM at
OFMMagic@dfa.ms.gov to request the
payment block be lifted.

A al )

Correcting Goods Receipt / Invoice Receipt 3
Balances JOB AID

'!.'Lsmopls Aﬁcnuriaair.y Systemfor ovemest ifomaton and Colboraon


http://uperform.magic.ms.gov/ucontent/42cb342d02fb409f844cf46bfd865f4b_en-US/index.pdf
mailto:OFMMagic@dfa.ms.gov
mailto:OFMMagic@dfa.ms.gov

NG G

CorreCtIng GOOdS Recelpt/ InVOICe Recelpt ’ "l.'xsawpplsN:@urtaa\r.ySymbr&usfm'iﬂamatmanc@a!zmr
Balances Job Aid =,

How to Cancel a Goods Receipt:

Identify the Goods Receipt to be cancelled by reviewing the PO History tab of the PO line item
in transaction ME23N. The cancellation is posted referencing the Goods Receipt.

El'hadel
Helsm &)l Metera Short Text PO uantity OUn |G |Defv, Date Nt Price Curre.. Fer  |OPU MatiGroup |t
IE K GRRinfo 10 EA D 05/17/2016 2.00 USD 1 EA Abrasives Eg & MS DEFT Fitk
| -
[ EEE (S8 mE (BETEE B E Addl Ranning
Hitem . 1[1] & IR info v [a]w
Material Daia Cuaniities \Weights Delivery Schedule Delivery Invoice Conditions Account Assignment ' Purchase Order History | Te
| B EEL | (Ed]ER]eE] | n B EL] S
Sh.Text “ MT [Material Document kem Posting Date Quantly £ Amount Defvery cost quantlly OUn |L.cur DelGostQty (OFUN) Grey  Reference
WE 101 @ 1 05M7/2016 1 2000 DEA USD D USD
TrJEv. Good © 2000 usp

To cancel a Goods Receipt with reference to a Purchase Order, use MIGO Transaction,
choosing action “Cancellation”.

1) Enter T-Code MIGO and select “A03 Cancellation” from the drop down list and type the
Goods Receipt document number in the Material Document number field and click Enter
or Execute.
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aD3 cancellation v J/R0OZ Material Doci~| 5000187633 |2o1s/ [(E|[H]] w

L=l General ]' Vendor |' %|

Document Date Delivery Note Vender [
Posting Date Bill of Lading HeaderText | ]

Q [ [z collective Slipw

Line  Mat Short Text |0K |011r in UnE |ELh |5|_nc Cost Center |B|.|s| |G|'L Account
[ 1 ]erRinfo mEET EA 1130000001 1130 62015000
]l |
= (TR [ T eete | Contents |
] Material /" Quantity | Where | FurchaseOrderData | Farner | AccountAssignment | Customer Fields
Gy in Unit of Entry 10 EA
(Qty in Delivery Mete 0.000 Amount in LC 20.00
‘Quantity Ordered 10 EA
Quantity Received 10 Mo. Containers 0.000

2) Click “Item OK” checkbox at the bottom of the screen.

3) Check and Post the document.
4) Verify entries on the PO History tab of the PO line item in transaction ME23N.
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How to adjust (Return Delivery) for a Goods Receipt:

1) Identify the Goods Receipt to be adjusted by reviewing the PO History tab of the PO line
item in transaction ME23N. To adjust a Goods Receipt, use MIGO Transaction,
choosing action “Return Delivery”.

[FlHeadsr
Elfﬁjs.. Em A | Material Short Text PO Quantity OUn C Deliv. Date  Met Price Curre.., Per OPU Mafi Group | Pint

| I:ll K GRRinfo 10 EA D 05/20/2015 2,00 USD 1 EA Abrasies Bq & MS DEFTH

B [
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Material Data Quantiies/\Weights Delivery Schedule Delivery Invoice Conditions Account Assignment v Purchase Order History |
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Sh.Text = WNT Material Document ftem Posting Date Quantity = Amount Defvery cost quantity OUn L.cur DelCosiQty (OPUn) Crey |Reference

WE 101 ( 5000157690 1 05712016 0 200 0EA UsD o usb

TrJEv. Good = 20.00 Uso

RE-L 5100304090 1 05MT/2016 8 16.00 0EA USD 0usb

TrJEv. Invoic = 16.00 usb

2) Enter T-code MIGO and select A02 Return Delivery from the drop down list and type

the Goods Receipt document number in the Material Document number field and click
Enter.
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3) Enter the Qty in Unit of Entry on the Quantity tab for the overage quantity.

a. Example of when an adjustment is required: the original GR is posted for a
quantity of 10, but only 8 were received leaving an overage quantity of 2. In this
case, you will change the Qty in Unit of Entry of the GR Cancellation to be 2.

This will adjust the overall quantity received to 8.

AD2 Return Delivew||R02 Material Dociv| 5000187691 [zo1e [(EX[[H]| ([

~ General Vendor m

Document ot D [ Ve |

Postng ot T —

B O [V Devery
Line Mat. Short Text 0K Oty in UnE Eun SLoc Cost Center  Busi.. |G/L Account
[ 1_]|GrRinfo O |2 EA 1130000001 1130 62015000
[l |
(& | ([EAITEY [ T oeete [ [ Comtems | [¥ (]
tEI Material Where Purchase Order Data Partner Account Assignment Customer Fields:
Qty in Unit of Entry [2 [ea ]
Qty in Delivery Note [ [ ] Amountin LG 4.00
Quantity Ordered 10 EA

4) Click “Item OK” checkbox at the bottom of the screen.

5) Check and Post the document.

6) Verify entries on the PO History tab of the PO line item in transaction ME23N.
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