
Administrator Tasks: Missing Goods Receipt  

Tasks can be found in the top right corner of the screen:   

When you click on the Tick, a list of outstanding tasks will be displayed. This example shows the user 

has three tasks to action. 

A Missing Goods Receipt task will be generated if Finance enter an invoice onto U4ERP and match it 

against a Purchase Order that has not been Goods Received. 

A Missing Goods Receipt task will show as Missing Goods Receipt OrderNo:XXXXXX Trans No: 

XXXXXXXX  

Click on the task to view 

 

All the lines from the order, with the quantities that have been matched to the associated invoice, 

will be displayed. If all the items on those lines have been received, click the Receive Goods button.   

If you have not received the items displayed, do not click on Receive Goods or Goods Receipt. Exit 

the screen and complete the task at such time as the goods have been received. If there is a query 

with the items, please inform Finance. 

If you wish to goods receive other lines on the order, at the same time as the items shown on the 

Receive Goods screen, click on the Goods Receipt button. This will take you to the Goods receipt 

screen, enter the Qty. received for each line and click on Save when done.  You will be returned to 

the original screen.  Click on receive goods to complete the task. 


