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When receiving on Purchase Orders in NC eProcurement, Receipts may fail to import into NCAS due to user or 

system error and notify the Receipt creator via email.  However, only users in the NC Receipt Editor group are 

able to make corrections to these failed Receipts to allow them to be successfully imported into NCAS. 

 

I. Receipt Failure Notifications 
 

1. The Receipt creator (either the Preparer or the Central Receiver) is notified via email if a Receipt fails to 
send to NCAS.  
 

a. If the Receipt creator is a Desktop Receiver, e.g. receiving on their own order, they will receive an 
email notification like this: 

 

 
 
b. If the Receipt creator is receiving as a part of a Central Receiving group, they will receive an 

email that looks like this: 
 

 
 

2. The Receipt creator should reach out to a member of the NC Receipt Editor group to let them resolve 
the issue, unless they are already a part of that group. 

 

II. Correcting a Failed Receipt 
 

1. As a user in the NC Receipt Editor group, log in to the Stage Agency realm of NC eProcurement and 
navigate to Expert View. 
 

2. Click ‘Manage’ and then ‘Receive’ to access the Receiving menu. 

https://s3.ariba.com/Buyer/Main/aw?awh=r&awssk=jlKm2tvt&realm=ncgovchild1-T&dard=1
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3. From the ‘Select Request’ tab, type the Order or Receipt ID, select the ‘All’ radio button, and click 
‘Search.’ 
 

 
 

4. If searching by the Order ID, click the Receipt ID that needs to be corrected from the search results. 
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5. Click the ‘Edit’ button on the Receipt screen. 
 

 
 

6. Make corrections to the receipt to fix errors indicated in the Comments below the Line Items. The majority 
of Receipt Failures are caused by unmatched Packing Slips entered while trying to unreceive on an order. 
 
Note: If assistance is required in determining why the receipt has failed and the correction that needs to 
be made, please contact the Help Desk at 888-211-7440, option 1, or at ephelpdesk@its.nc.gov. 

 

 
 
 
 
 
 
 
 
 
 
 

mailto:ephelpdesk@its.nc.gov
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7. Submit the corrected Receipt. This will move the Processing Status to “Awaiting Processing.” 
 

 
 

8. A scheduled process will pick up any newly edited Receipts in “Awaiting Processing” and change them to 
“Processed” if the Receipt is successfully imported into NCAS. 
 

 
 

III. Editing a Receipt in Composing Status 
 

The NC Receipt Editor group can Edit Receipts that are still in “Composing” status, before they have been 
submitted by the original Receipt creator. 
 

1. The NC Receipt Editor can submit the Receipt, but it will not be sent yet to NCAS. The Processing 
Status of the order will stay in “Receiving” and the Receipt will still be in “Composing” status. 
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2. The Receipt creator will receive a notification that their Receipt has been updated and submitted, and 
they will have the option to Edit, Approve, or Deny the Receipt updates by the NC Receipt Editor. 
 

 
 

3. If the Receipt creator Approves the changes, and there are no issues with the Receipt information, the 
status of the Receipt will change to “Processed.” 

 

 
 

4. If the Receipt fails, the status will move to “Awaiting Processing” and the NCAS error message will be 
displayed in the Comments, at which point the NC Receipt Editor will need to correct any errors on the 
Receipt as shown in Section II. 


