
What to do if you’re unable to Goods Receive your order 

 

You may go to Goods Receive a pending invoice and find that you cannot access the Qty 

received field. It is usually white, but you’ll find that it is blue and you can’t type anything in. 

 

 

 

There are several reasons why this may be happening, but the most important reason, and 

one you should always rule out first, is that the invoice has already been goods receipted, 

matched and paid, and this is a duplicate invoice asking to be Goods Received and paid 

again. 

 

This handout covers you how you can check the invoices that have been matched to your 

order and rule out the possibility of duplicate payments. It will also explain other reasons 

why you may not be able to Goods Receive, and what to do about it. 

 

1. Check invoices matched against your order 

 

You should already be in the Goods Receipt screen, but if not, this is where you will find it – 

Procurement/Purchase Orders/Goods Receipt. 

 

 

 

Type in your order number and tab to 

populate the screen, then click on the blue 

purchase order number. 

 



The Order Info window will open: 

 

 

 

The window displays a summary of the purchase order quantities and amounts, current 

status, and any invoices that have been matched to the order. Look at the Invoice history 

and the transaction numbers. In this example there are two invoices registered against this 

purchase order, one posted (paid) and one registered (the pending invoice). 

 

 

 

In this example we can see right away that there are two invoices, and an order quantity of 

only 1. This means that although a second invoice has been matched to the order, it cannot 

be processed as there are no more quantities to ‘receive’. 

 

 

 

 

 

 

Looking at the invoice amounts (£) as well as your knowledge of the order will help you 

decide whether a duplicate invoice has been presented. To confirm this, you must check the 

individual invoice scans.  

 

 

If you have raised an amount based order (where you receive by value (£) rather than quantity) 

then you need to compare the Order amt. information with the Curr. amount information. The 

combined invoice value may have ‘used up’ the original order value. 



3. Rule out duplicate invoices 

 

Open report TL40 - Find a Transaction. 

(Go to Reports/Financial Reports/Finance Reports/Transaction Reports) 

 

 

 

 

 

 

 

Compare the various invoices to ascertain whether a duplicate invoice has been presented. 

 

Enter the 

transaction number 

you want to look at 

in BOTH fields (the 

section is set up as a 

‘to’ and ‘from’ 

selection) 

Click on the Trans No to see the 

invoice scan. 



4. What action to take 

 

If a duplicate invoice HAS been matched to your order 

Email payments@bangor.ac.uk. Quote the transaction number of the duplicate AND the 

original invoice it refers to, and ask for the duplicate to be removed from the system. Give 

as much information as you can. 

 

If the invoice pending is NOT a duplicate 

Email payments@bangor.ac.uk or agressohelpdesk@bangor.ac.uk. Quote your purchase 

order number, the fact that you cannot Goods Receive the pending invoice, and confirm that 

you have completed a duplicate check. Give as much information as you can. 

 

The Payments Team/Helpdesk will then investigate further. 

 

• If your issue is due to a mismatch of previous invoice(s) (e.g. you raise a PO for 4 

items; the first invoice is registered incorrectly to items 1 & 2, and the second invoice 

is registered CORRECTLY against items 1 & 2, causing a conflict) then the Payments 

Team will adjust the registration of the pending invoice so the invoice can be 

processed and paid. 

 

• If your issue is due to the setup of the original purchase order (e.g. you raised an 

order with a quantity of one then received 2 invoices) you’ll be required to raise a 

new purchase order and email the new number to the Payments Team; they will 

then match the pending invoice to your new PO. 

 

 


