
Receiving

Overview
The Warehouse Management module Receiving process provides the ability to  accept items into 
a Warehouse. Warehouse personnel can use the automated "wizard" to receive the materiel, pro-
cess from a due-in record, or create a new receipt record with noted discrepancies.  This process 
tracks the overall receiving status to meet the DOD objective of marking every unique item with 
a Unique Item Identifier (UII), and also establishes the Inventory Control Number (ICN) for the 
equipment.
If items are canceled or marked discrepant at any time during the receiving process for a Ware-
house Transfer, both the losing and gaining warehouses must negotiate how to handle the 
inventory adjustments.

Navigation
MATERIEL MGMT > Receiving > Receiving page

Procedures

                 Search for a Receiving Document             

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. In the Search Criteria box, narrow the results by entering one of the following optional 
fields.
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 2. Select .       The results display in the Documents grid.
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Add a Receiving Document

Navigation

MATERIEL MGMT > Receiving >  > Add Documents pop-up window

Procedures

    Create a Due In    

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Add Documents Page 1 pop-up window displays.

 2. Using  in the I Want To... field, select Create Due In. 

 3. Using  in the Document Type field, select the kind of receiving document (due-in) 
required. The choices include:
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 l MR - MILSTRIP Requisition

 A. Using  in the Document Sub Type field, select the kind of MILSTRIP requis-
ition document required.

 B. Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and 
does not delete any field entries. 

 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alpha-
numeric character  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to confirm the correct Document Unit Price. 
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 d. Use  to confirm the desired Owning DoDAAC.

 1. Enter the Remarks in the field provided. This is a 256 alphanumeric char-
acter field.

 2. Enter the History Remarks in the field provided. This is a 256 alpha-
numeric character field.

 e. 

Select  to process the document. The Add Documents pop-up 
window closes, and the new Receiving Document is at the top of the Docu-
ments grid, highlighted in green.

OR

Select  to continue adding information. The Add Documents 
Page 3 pop-up window displays.

 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field.

 2. Select  to process the document. The Add Documents pop-up 
window closes, and the new Receiving Document is at the top of the 
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Documents grid, highlighted in green.

OR

Select  to continue adding information. The Add Documents 
Page 4 pop-up window displays only for Serial items.
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 A. Enter the SERIAL NBR in the field provided. This is a 30 alpha-
numeric character field. 

 B. Select  to process the document. The Add Documents 
pop-up window closes, and the new Receiving Document is at the 
top of the Documents grid, highlighted in green.

 l PO - Purchase Order

 A. Using  in the Document Sub Type field, select the kind of Purchase Order requis-
ition document required.

 B.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY. 

 c. Use  to choose the correct Document Unit Price. 

 d.  Use  to select the desired Owning DoDAAC. 

 e. 

Select  to process the document. The Add Documents pop-up window 
closes, and the new Receiving Document is at the top of the Documents grid, high-
lighted in green.

OR
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Select  to continue adding information. The Add Documents Page 3 
pop-up window displays only for Serial items.

 1. Update the STOCK NBR, using  or  to enter the revised number. This is a 
15 alphanumeric character field.

 2. Enter the SERIAL NBR in the field provided. This is a 30 alphanumeric character 
field. 

 3. Select  to process the document. The Add Documents pop-up win-
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dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

 l TE - Transfer From External

 A.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 

 a. Update the STOCK NBR, using  or  to enter the revised number. This is a 15 
alphanumeric character field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the correct Document Unit Price. 
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 d. Use  to select the desired Owning DoDAAC. 

 e. 

Select  to process the document. The Add Documents pop-up window 
closes, and the new Receiving Document is at the top of the Documents grid, high-
lighted in green.

OR

Select  to continue adding information. The Add Documents Page 3 
pop-up window displays.

 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alphanumeric 
character field.

 2. 

Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

OR
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Select  to continue adding information. The Add Documents Page 4 
pop-up window displays.

 1. Update the STOCK NBR, using  or  to enter the revised number. This is 
a 15 alphanumeric character field.

 2. Enter the SERIAL NBR in the field provided. This is a 30 alphanumeric char-
acter field.

 3. Select  to process the document. The Add Documents pop-up win-
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dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

Receive / Accept

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Add Documents Page 1 pop-up window displays. 

 2. Using  in the I Want To... field, select Receive / Accept. 

 3. Using  in the Document Type field, select the kind of receiving document required. The 
choices include:

 l MR - MILSTRIP Requisition

 A. Using  in the Document Sub Type field, select the kind of MILSTRIP receiving 
document required.

 B.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the correct Document Unit Price. 

 d.  Use  to select the desired Owning DoDAAC. 

 e. Select  to continue adding information. The Add Documents Page 3 
pop-up window displays.
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 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alphanumeric 
character field.

 2. Select  to continue adding information. The Add Documents Page 4 
pop-up window displays. 
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 A. Update the Received By field by entering the correct identification in the field 
provided. This is an 25 alphanumeric character field.

 B. Update the Received QTY field by using  to choose the correct quantity.

 C. Use  or  to assist with the LOCATION ID entry. This is a 15 alpha-
numeric character field.

 D. Update the Received DT by using  or by entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided.

 E. 

Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green. 

OR

 Select  to continue adding information. The Add Documents 
Page 5 pop-up window displays. 
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 a. Update the STOCK NBR, using  or  to enter the revised number. 
This is a 15 alphanumeric character field.

 b. Enter the SERIAL NBR in the field provided. This is a 30 alphanumeric char-
acter field. Only displays when the item is Serially managed.

 c. Update the Cond Cd, using  to select the desired code. 
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 d. Update the Verified QTY field by using  to choose the correct quantity. 
Only displays when the item is Bulk managed.

 e. Update the Verified By, entering the revised USER ID in the field provided. 
This is an 8 alphanumeric character field.

 f. Update the Verified DT field by using  to correct the date or by enter-
ing the date and time (MM/DD/YYYY HH:MM) in the field provided. 

 g. Select  to apply this item to the document. The 
received and verified asset appears in the Verified Items grid.

 h. 

Select  to process the document. The Add Documents pop-up 
window closes, and the new Receiving Document is at the top of the Docu-
ments grid, highlighted in green.

OR

Select  to continue adding information. The Add Documents 
Page 6 pop-up window displays.

 1. Update the Accepted By, entering the revised identification in the field 
provided. This is a 25 alphanumeric character field. 

 2. Update the Accepted DT field by using  to correct the date or by 
entering the date and time (MM/DD/YYYY HH:MM) in the field 
provided. 
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 3. Select . The status in the grid changes from Verified to Accep-
ted. 

 4. Select  to process the document. The Add Documents pop-
up window closes, and the new Receiving Document is at the top of the 
Documents grid, highlighted in green.

 l PO - Purchase Order

 A. Using  in the Document Sub Type field, select the kind of Purchase Order receiv-
ing document required.

 B.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the correct Document Unit Price. 

 d. Use  to select the desired Owning DoDAAC. 

 e.  Select  to continue adding information. The Add Documents Page 3 
pop-up window displays. 

Unclassified - 4/23/2026

20

IntelliSense.htm
OwningDepartmentofDefenseActivityAddressCode.htm


 1. Update the Received By field by entering the correct identification in the field 
provided. This is an 25 alphanumeric character field.

 2. Update the Received QTY field by using  to choose the correct quantity.

 3. Use  or  to assist with the Location ID entry. This is a 15 alphanumeric 
character field.

 4. Update the Received DT field by using  to correct the date or by entering 
the date and time (MM/DD/YYYY HH:MM) in the field provided.

 5. 

Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

OR

 Select  to continue adding information. The Add Documents Page 
4 pop-up window displays.
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 A. Update the STOCK NBR, using  or  to enter the revised number. This is 
a 15 alphanumeric character field.

 B. Enter the SERIAL NBR in the field provided. This is a 30 alphanumeric char-
acter field. Only displays when the item is Serially managed.

 C. Update the Cond Cd, using  to select the desired code. 
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 D. Update the Verified QTY field by using  to choose the correct quantity. 
Only displays when the item is Bulk managed.

 E. Update the Verified By, entering the revised USER ID in the field provided. 
This is an 8 alphanumeric character field.

 F. Update the Verified DT field by using  to correct the date or by entering 
the date and time (MM/DD/YYYYHH:MM) in the field provided. 

 G. Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.
OR

Select  to continue adding information. The Add Documents 
Page 5 pop-up window displays.

 a. Update the Accepted By, entering the revised identification in the field 
provided. This is a 25 alphanumeric character field. 

 b. Update the Accepted DT field by using  to correct the date or by 
entering the date and time (MM/DD/YYYY HH:MM) in the field provided. 

 c. Select . The status in the grid changes from Verified to Accep-
ted. 

 d. Select  to process the document. The Add Documents pop-up 
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window closes, and the new Receiving Document is at the top of the Docu-
ments grid, highlighted in green. 

 l TE - Transfer From External

 A. The Document Sub Type field is shaded and cannot be edited.

 B.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 

 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the Document Unit Price. 
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 d.  Use  to select the desired Owning DoDAAC. 

 e. Select  to continue adding information. The Add Documents Page 3 
pop-up window displays.

 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alphanumeric 
character field.

 2.  Select  to continue adding information. The Add Documents Page 
4 pop-up window displays.
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 A. Update the Received By, entering the correct identification in the field 
provided. This is an 25 alphanumeric character field.

 B. Update the Received QTY field by using  to choose the correct quantity.

 C. Use  or  to assist with the Location ID entry. This is a 15 alphanumeric 
character field.

 D. Update the Received DT field by using  to correct the date or by enter-
ing the date and time (MM/DD/YYYY HH:MM) in the field provided.

 E. 

Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

OR

Select  to continue adding information. The Add Documents 
Page 5 pop-up window displays.
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 a. Update the STOCK NBR, using  or  to assist with the revised num-
ber. This is a 15 alphanumeric character field.

 b. Enter the SERIAL NBR in the field provided. This is a 30 alphanumeric char-
acter field. Only displays when the item is Serially managed.

 c. Update the Cond Cd, using  to select the desired code. 
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 d. Update the Verified QTY field by using  to choose the correct quantity. 
Only displays when the item is Bulk managed.

 e. Update the Verified By, entering the revised USER ID in the field provided. 
This is an 8 alphanumeric character field.

 f. Update the Verified DT field by using  to correct the date or by enter-
ing the date and time (MM/DD/YYYYHH:MM) in the field provided. 

 g. Select  to process the document. The Add Documents pop-up 
window closes, and the new Receiving Document is at the top of the Docu-
ments grid, highlighted in green.
OR

Select  to continue adding information. The Add Documents 
Page 6 pop-up window displays.

 1. Update the Accepted By, entering the revised identification in the field 
provided. This is a 25 alphanumeric character field.

 2. Update the Accepted DT field by using  to correct the date or by 
entering the date and time (MM/DD/YYYY HH:MM) in the field 
provided. 

 3. Select . The status in the grid changes from Verified to Accep-
ted.

 4. Select  to process the document. The Add Documents pop-
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up window closes, and the new Receiving Document is at the top of the 
Documents grid, highlighted in green.

Manage Discrepancies

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Add Documents Page 1 pop-up window displays. 

 2. Using  in the I Want To... field, select Manage Discrepancies. 

 3. Using  in the Document Type field, select the kind of discrepancy document required. 
The choices include:

 l MR - MILSTRIP Requisition

 A. Using  in the Document Sub Type field, select the kind of MILSTRIP discrepancy 
document required.

 B.  Select . The Add Documents Page 2 pop-up window displays. 

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the Document Unit Price. 

 d. Use  to select the desired Owning DoDAAC. 

 e. Select  to continue adding information. The Add Documents Page 3 
pop-up window displays. 
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 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alphanumeric 
character field.

 2. Select  to continue adding information. The Add Documents Page 4 
pop-up window displays. 
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 A. Update the STOCK NBR, using  or  to enter the revised number. This is 
a 15 alphanumeric character field.

 B. Use  to select the desired Discrepant Reason. 

 C. Update the Received QTY field by using  to choose the correct quantity.

 D. Select . The received appears in the Discrepancies grid.

 E. Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

 l Purchase Order

 A. Using  in the Document Sub Type field, select the kind of Purchase Order dis-
crepancy document required.

 B.  Select . The Add Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the Document Unit Price. 

 d.  Use  to select the desired Owning DoDAAC. 

 e.  Select  to continue adding information. The Add Documents Page 3 
pop-up window displays. 
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 1. Update the STOCK NBR, using  or  to enter the revised number. This is a 
15 alphanumeric character field.

 2. Use  to select the desired Discrepant Reason. 

 3. Update the Received QTY field by using  to choose the correct quantity.

 4. Select . The received asset appears in the Discrepancies grid.

 5. Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

 l Transfer From External

 A. Select . The Add Documents Page 2 pop-up window displays. 

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries. 
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 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 b. Use  to choose the correct Ordered QTY.

 c. If the Document Unit Price field does not automatically populate, use  to 
choose the correct price. 

 d.  Use  to select the desired Owning DoDAAC. 

 e. Select  to continue adding information. The Add Documents Page 3 
pop-up window displays.
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 1. Enter the Source (RIC/DODAAC) in the field provided. This is a 3 alphanumeric 
character field.

 2.  Select  to continue adding information. The Add Documents Page 
4 pop-up window displays.
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 1. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric 
character  field.

 2. Use  to select the desired Discrepant Reason. 

 3. Update the Received QTY, using  to choose the revised amount.

 4. Select . The received asset appears in the Discrepancies grid.

 5. Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.

Create Miscellaneous Items

Selecting  at any point of this procedure removes all revisions and closes the win-
dow. Bold numbered steps are required. 

 A. Select . The Add Documents Page 1 pop-up window displays. 

 B. Using  in the I Want To... field, select Miscellaneous Add. 
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 C. Using  in the Document Type field, select the MA - Miscellaneous Add document.

 D. Using  in the Document Sub Type field, select the kind of miscellaneous document 
required. 

 E. Select . The Add Documents Page 2 pop-up window displays. 

 a. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric character  
field.

 b. Use  to choose the correct Ordered QTY.

 c. Use  to choose the correct Document Unit Price. 
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 d.  Use  to select the desired Owning DoDAAC. 

 e.  Select  to continue adding information. The Add Documents Page 3 pop-
up window displays. 

 1. Update the Received By field by entering the correct identification in the field 
provided. This is an 25 alphanumeric character field.

 2. Update the Received QTY, using  to choose the revised amount.

 3. Use  or  to assist with the Location ID entry. This is a 15 alphanumeric char-
acter field.

 4. Update the Received DT, using  or entering the date and time (MM/DD/YYYY 
HH:MM) in the field provided.

 5. 

Select  to process the document. The Add Documents pop-up window 
closes, and the new Receiving Document is at the top of the Documents grid, high-
lighted in green.
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OR

Select  to continue adding information. The Add Documents Page 4 pop-
up window displays.  
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 A. Update the STOCK NBR, using  or  to enter the revised number. This is a 15 
alphanumeric character field.

 B. Update the SERIAL NBR, entering the revised number in the field provided. This is 
a 30 alphanumeric character field. Only displays when the item is Serially 
managed.

 C. Update the Cond Cd, using  to select the desired code. 

 D. Update the Verified By, entering the revised USER ID in the field provided. This is 
an 8 alphanumeric character field.

 E. Update the Verified DT, using  or entering the date and time 
(MM/DD/YYYYHH:MM) in the field provided. 

 F. 

Select  to process the document. The Add Documents pop-up window 
closes, and the new Receiving Document is at the top of the Documents grid, high-
lighted in green.

OR

Select  to continue adding information. The Add Documents Page 5 
pop-up window displays.  

 A. Update the Accepted By, entering the revised identification in the field provided. 
This is a 25 alphanumeric character field. 
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 B. Update the Accepted DT, using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided. 

 C. Select  to process the document. The Add Documents pop-up win-
dow closes, and the new Receiving Document is at the top of the Documents 
grid, highlighted in green.
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Update a Receiving Document

Navigation

MATERIEL MGMT > Receiving >  > Update Documents pop-up window

Procedures

                 Update Document Information             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired Document record. The Update Documents Page 1 
pop-up window displays.       
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 2. Using   in the I Want To... field, select Edit Document Information.       

 3. 

The Document Type field is shaded and cannot be changed from the document type of the 
chosen record.

 
There are 4 types of documents to edit:       

 l MR - MILSTRIP Requisition

 A. Update the Document Sub Type, using  to select the desired MILSTRIP requis-
ition document.

 B. Select . The Update Documents Page 2 pop-up window displays.

 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.
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 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to update the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.

 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field. 

 2. 

Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.
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OR

Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays only for Serial items.
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 A. Update the SERIAL NBR, entering the revised identifier in the field provided. 
This is a 30 alphanumeric character field.

 B. Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is  highlighted in green.

 l PO - Purchase Order

 A. Update the Document Sub Type, using  to select the kind of Purchase Order 
requisition document required.

 B. Select . The Update Documents Page 2 pop-up window displays.

Unclassified - 4/23/2026

47

DocumentSubType.htm


 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using  to choose the revised price.             

 d. 

Select  to update the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR
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Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Verify the STOCK NBR. 

 2. Update the SERIAL NBR, entering the revised number in the field provided. This 
is a 30 alphanumeric character field. Only displays when the item is Seri-
ally managed.

 3. Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.

 l TE - Transfer From External

 A. The Document Sub Type field is shaded and cannot be edited.           

 B. Select . The Update Documents Page 2 pop-up window displays.
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to update the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR
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Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.

 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field.

 2. 

Select  to update the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Verify the STOCK NBR. 

 B. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field. Only displays when the item is 
Serially managed.

 C. Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.

 l MA - Miscellaneous Add

 A. Update the Document Sub Type, using  to select the desired Miscellaneous Add 
code.

 B. Select . The Update Documents Page 2 pop-up window displays.
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to update the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR
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Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Verify the STOCK NBR. 

 2. Update the SERIAL NBR, entering the revised number in the field provided. This 
is a 30 alphanumeric character field.Only displays when the item is Serially 
managed.

 3. Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.

Update a Receive / Accept Document

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired Document record. The Update Documents Page 1 
pop-up window displays.
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 2. Using  in the I Want To... field, select Receive / Accept.       

 3. 

The Document Type field is shaded, and cannot be changed from the document type of the 
chosen record.

 
There are 4 types of documents to edit:       

 l MR - MILSTRIP Requisition

 A. Update the Document Sub Type, using  to select the desired MILSTRIP requis-
ition document.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field.

 2. Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Update the Received By, entering the revised identifier in the field provided. 
This is an 25 alphanumeric character field.                

 B. Update the Received QTY, using   to choose the revised amount.                 

 C. Use  or  to assist with the LOCATION ID entry. This is a 15 alpha-
numeric character field.

 D. Update the Received DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided.                 

 E. 

Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 5 pop-up window displays.
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 a. Verify the STOCK NBR. 

 b. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field.Only displays when the item 
is Serially managed.

 c. Update the Verified QTY field by using  to choose the revised quantity. 
Only displays when the item is Bulk managed.

 d. Update the Verified By, entering the revised identification in the field 
provided. This is an 25 alphanumeric character field.

 e. Update the Verified DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided. 

 f. Select  to process the document. The Update Documents pop-
up window closes, and the revised Document is highlighted in green.
OR
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Select  to continue adding information. The Update Docu-
ments Page 6 pop-up window displays.

 1. Update the Accepted By, entering the revised identification in the field 
provided. This is a 25 alphanumeric character field.

 2. Update the Accepted DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided. 

 3. Select . The status in the grid changes from Verified to Accep-
ted.

 4. Select  to process the document. The Update Documents 
pop-up window closes, and the revised Document is highlighted in 
green.

 l PO - Purchase Order

 A. Update the Document Sub Type, using  to select the desired code.

 B. Select . The Update Documents Page 2 pop-up window displays.
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Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           

 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price by using   to choose the correct price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Update the Received By, entering the revised identifier in the field provided. 
This is an 25 alphanumeric character field.                

 2. Update the Received QTY, using   to choose the revised amount.                 

 3. Update the Location ID, using  or  to enter the revised identifier. This is a 
15 alphanumeric character  field.                

 4. Verify the Previously Received QTY.               

 5. Update the Received DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided.                 

 6. 

Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Update the STOCK NBR, using  or  to assist with the revised number. 
This is a 15 alphanumeric character field.

 B. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field.Only displays when the item is 
Serially managed.

 C. Update the Cond Cd, using  to select the desired code. 

 D. Update the Verified By, entering the revised identification in the field 
provided. This is an 25 alphanumeric character field.

 E. Update the Verified QTY field by using  to choose the correct quantity. 
Only displays when the item is Bulk managed.
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 F. Update the Verified DT field by using  to correct the date or by entering 
the date and time (MM/DD/YYYYHH:MM) in the field provided. 

 G. Select  to apply this item to the document. The received 
and verified asset appears in the Verified Items grid.

 H. Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.
OR

Select  to continue adding information. The Update Documents 
Page 5 pop-up window displays.

 a. Update the Accepted By, entering the revised identification in the field 
provided. This is a 25 alphanumeric character field.

 b. Update the Accepted DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided. 

 c. Select . The status in the grid changes from Verified to Accep-
ted.
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 d. Select  to process the document. The Update Documents pop-
up window closes, and the revised Document is highlighted in green.

 l TE - Transfer From External

 A. The Document Sub Type field is shaded and cannot be edited. 

 B. Select . The Update Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field. 

 2. Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Update the Received By, entering the revised identifier in the field provided. 
This is an 25 alphanumeric character field.                

 B. Update the Received QTY, using   to choose the revised amount.                 

 C. Verify the Location ID.                 

 D. Update the Received DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided.                 

 E. 

Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 5 pop-up window displays.

Unclassified - 4/23/2026

73



Unclassified - 4/23/2026

74



 a. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field.Only displays when the item 
is Serially managed.

 b. Update the Cond Cd, using  to select the desired code. 

 c. Update the Verified QTY field by using  to choose the revised quantity. 
Only displays when the item is Bulk managed.

 d. Update the Verified By, entering the revised identification in the field 
provided. This is an 25 alphanumeric character field.

 e. Update the Verified DT field by using  to correct the date or by enter-
ing the date and time (MM/DD/YYYYHH:MM) in the field provided. 

 f. Select  to apply this item to the document. The 
received and verified asset appears in the Verified Items grid.

 g. 

Select  to process the document. The Update Documents pop-
up window closes, and the Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 6 pop-up window displays.
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 1. Update the Accepted By field. If it is not correct, enter the Accepted By 
USER ID in the field provided.                  

 2. Update the Accepted DT by using  to correct the date, or enter 
the date and time (MM/DD/YYYY HH:MM) in the field provided.                  

 3. Select . The status in the grid changes from Verified to Accep-
ted.

 4. Select  to process the document. The Update Documents 
pop-up window closes, and the Document is highlighted in green.

 l MA - Miscellaneous Add
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 A. Update the Document Sub Type, using  to select the desired code.

 B. Select . The Update Documents Page 2 pop-up window displays.

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.
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 1. Update the Received By, entering the revised identifier in the field provided. 
This is an 25 alphanumeric character field.                

 2. Update the Received QTY, using   to choose the revised amount.                 

 3. Use  or  to assist with the LOCATION ID entry. This is a 15 alphanumeric 
character field.

 4. Update the Received DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided.                 

 5. 

Select  to process the document. The Update Documents pop-up 
window closes, and the  Document is  highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Verify the STOCK NBR. 

 B. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field.Only displays when the item is 
Serially managed.

 C. Update the Verified QTY field by using  to choose the revised quantity. 
Only displays when the item is Bulk managed.

 D. Update the Verified By, entering the revised identification in the field 
provided. This is an 25 alphanumeric character field.

 E. Any User-Defined Fields appear here.

 F. Update the Verified DT by using  or entering the date and time 
(MM/DD/YYYY HH:MM) in the field provided. 

 G. Select  to apply this item to the document. The received 
and verified asset appears in the Verified Items grid.
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 H. 

Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 5 pop-up window displays.

 a. Update the Accepted By field. If it is not correct, enter the Accepted By 
USER ID in the field provided.                    

 b. Update the Accepted DT by using  to correct the date, or enter the 
date and time (MM/DD/YYYY HH:MM) in the field provided.                    

 c. Select . The status in the grid changes from Verified to Accep-
ted.

 d. Select  to process the document. The Update Documents pop-
up window closes, and the Document is highlighted in green.
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Update a Manage Discrepancies Document

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired Document record. The Update Documents Page 1 
pop-up window displays.       

 2. Using   in the I Want To... field, select Manage Discrepancies.       

 3. 

The Document Type field is shaded, and cannot be changed from the document type of the 
chosen record.

 
There are 4 types of documents to edit:

 l MR - MILSTRIP Requisition

Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           

 A. Update the Document Sub Type, using  to select the desired MILSTRIP 
requisition document.

 B. Select . The Update Documents Page 2 pop-up window displays.
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 a. Update the STOCK NBR, using  or  to assist with the revised number. 
This is a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to process the document. The Update Documents pop-up 
window closes, and the revised Document is highlighted in green.

OR
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Select  to continue adding information. The Update Documents 
Page 3 pop-up window displays.

 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field. 

 2. 

Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 A. Update the STOCK NBR, using  or  to assist with the revised num-
ber. This is a 15 alphanumeric character field.

 B. Update the SERIAL NBR, entering the revised number in the field provided. 
This is a 30 alphanumeric character field.Only displays when the item 
is Serially managed.

 C. Update the Received QTY field by using  to choose the revised 
amount.

 D. Use  to select the desired Discrepant Reason. 

 E. Select . The incorrect asset appears in the Discrepancies 
grid.

 F. Select  to process the document. The Update Documents pop-
up window closes, and the Document is highlighted in green.

 l PO - Purchase Order

 A. Update the Document Sub Type, using  to select the desired code.

 B. Select . The Update Documents Page 2 pop-up window displays.
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Selecting  at any point after this step returns to the previous page, and does 
not delete any field entries.           

 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price by using   to choose the correct price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to process the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.
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OR

Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.

 1. Update the STOCK NBR, using  or  to assist with the revised number. 
This is a 15 alphanumeric character field.

 2. Use  to select the desired Discrepant Reason. 

 3. Update the SERIAL NBR, entering the revised number in the field provided. This 
is a 30 alphanumeric character field.Only displays when the item is Serially 
managed.

 4. Update the Received QTY field by using  to choose the revised amount.

 5. Use  to select the desired Discrepant Reason. 

 6. Select . The incorrect asset appears in the Discrepancies grid.
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 7. Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

 l TE - Transfer From External

 A. The Document Sub Type field is shaded and cannot be edited.

 B. Select . The Update Documents Page 2 pop-up window displays.

 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             
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 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to process the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR

Select  to continue adding information. The Update Documents Page 3 
pop-up window displays.

 1. Update the Source (RIC/DODAAC) in the field provided. This is a 3 alpha-
numeric character field. 

 2. Select  to continue adding information. The Update Documents 
Page 4 pop-up window displays.
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 1. Update the STOCK NBR, using  or  to assist with the revised number. 
This is a 15 alphanumeric character field.

 2. Update the Received QTY field by using  to choose the revised amount.

 3. Use  to select the desired Discrepant Reason. 

 4. Select . The incorrect asset appears in the Discrepancies grid.

 5. Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

 l MA - Miscellaneous Add
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 A. Update the Document Sub Type, using  to select the desired Miscellaneous Add 
code.

 B. Select . The Update Documents Page 2 pop-up window displays.
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 a. Update the STOCK NBR, using  or  to assist with the revised number. This is 
a 15 alphanumeric character field.

 b. Update the Ordered QTY, using  to choose the revised amount.             

 c. Update the Document Unit Price, using   to choose the revised price.             

 d. Update the Owning DoDAAC, using  to select the desired code.             

 e. 

Select  to process the document. The Update Documents pop-up win-
dow closes, and the revised Document is highlighted in green.

OR
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Select  to continue adding information. The Update Documents Page 
3 pop-up window displays.            

 1. Update the STOCK NBR, using  or  to assist with the revised number. 
This is a 15 alphanumeric character field.

 2. Update the Received QTY field by using  to choose the revised amount.

 3. Use  to select the desired Discrepant Reason. 

 4. Select . The incorrect asset appears in the Discrepancies grid.

 5. Select  to process the document. The Update Documents pop-up 
window closes, and the Document is highlighted in green.

Cancel / Close a Document

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.
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Note 

The I Want To... menu shows Cancel Document when the Document Status shows a green 

checkmark .  It shows Close Document when there is no icon for the Document Status.

 1. Select  next to the desired Document record. The Update Documents Page 1 
pop-up window displays.       

 2. Using   in the I Want To... field, select Cancel / Close Document.

 3. Select  to complete the document. The Update Documents pop-up window 
closes, and the Document is removed from the grid.     

Manage Attachments

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired Document record. The Update Documents Page 1 
pop-up window displays.
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 2. Use   in the I Want To... field to select Manage Attachments.

 3. Update the Document Sub Type, using  to select the desired code.

 4. Select . The Update Documents Page 2 pop-up window displays, with the list 
of completed Attachments in the field.
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 5. Select  to continue adding attachments.             The Attach Documents — Docu-
ment pop-up window displays.

 6. Select  to process the attachments. The Update Documents pop-up window 
closes, and the revised Document is highlighted in green.
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Add Attachments to a Receiving Record   

Navigation

MATERIEL MGMT > Receiving >  > Update Documents > Manage Attachments > 

 >  > Attach Documents — Document pop-up window

Procedures

     Attach a Document to a Receiving Record

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  to add any additional files to the record. The Attach Documents — 
Document pop-up window appears.     

Unclassified - 4/23/2026

98



 2. Select . The Windows Choose File to Upload pop-up window appears.

 3. Choose the file to attach, and select it.

 4. Select . The Choose File to Upload pop-up window closes, and the file 
name appears in the top of the window.

 5. Select . The file name appears in the bottom of the window.

 6. Repeat Steps 2 - 6 to attach multiple documents.

 7. Select the desired  in the Primary column. The designated attachment, , is the 
Primary Attachment.

 8. Select . The Attach Documents — Document pop-up window closes, 
and the file appears in the Manage Attachments page of the Update Documents pop-up 
window.
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