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Reverse Disbursement 
 

Reverse Disbursement can be used to remove a disbursement from a Work Order/Phase that may not need 
the items anymore, or when the wrong Work Order/Phase was used.  The Reverse Disbursement can only be 
done on a Disbursement that has already been completed. 

From this screen you can reverse a disbursement on a Purchase Receive, Spot Purchase or Purchase Card. 

 

1. From the menu, under Purchasing – Purchase Order 

 

1. Click Reverse Disbursement hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

2. Specify the Type of transaction you are looking for to reverse. 

 

3. Fill in the search screen to find the transaction you want to reserve and then click  
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4. Click the Disbursement hyperlink of the transaction to reverse. 

 

 

5. The Line Items from the original transaction are brought up.  The Reversed Quantity column will show 
if any of the item have already been reversed. 

Note: If no items are displayed, the entire transaction has already been reversed. 

 

6. To reverse all Line Items, click  

Tip: If most of the disbursement is to be reversed, click  and then change the Line Items that 
are not being reversed. 

 

7. If you need to change anything on the Line Item, click the Line hyperlink. 
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a. The only field that can be entered is the Reversed Quantity. 

b. Enter the quantity to be reversed and click  

 

8. Once all reservsals are recorded, click  
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