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Amending a Goods Received Note 

Supplier – Goods Received – 329 Find Goods Received (1) 

This will show a list of all Goods Received Notes (GRN’s) entered. 

You can either scroll down the list to find the GRN and double click, or search for a certain 

GRN number by using the search box (2) 

To be able to amend the GRN the status MUST be Awaiting Bill. (3) 

 

Click the amend button on the toolbar. (4) 
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You will then be asked if you want to amend the GRN.  Click Yes.  

 

After clicking yes, the GRN will be in amend mode. The GRN number will have changed to 

include i.e. GRN-00005-1. This tells you this GRN has been amended once. (6) 

You will then be able to amend the Quantity column. (7) 

In the example below it has been changed from 10 down to 5 

 

 

 

The difference column then shows -5 as it shows the difference between the original GRN 

quantity and the amended quantity.   
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When you are happy with the amendments you can click save and close.   

The Status of the Purchase Order will now be Partial and the Purchase order will be in Open 

Purchase Orders for you to amend, or waiting for you to receive the extra 5 back into stock. 

 

Note – This will take 5 of the stock items out of stock as we are effectively reducing the 

received quantity of the GRN down. (If you purchase in different Units of Measure this will 

reflect the stock) 

You will only be able to take the 5 out of stock if you have sufficient quantity in stock. 

If you have 0 in stock and you are trying to take 5 out you will get a red cross and the 

amended GRN will not save. 

 

See below for what to do if the Amended GRN will not save. 

You can see the GRN is complaining (8) This could be due to the stock being sold after it 

was booked in or it is currently allocated on sales orders. 

The system will not allow 10 to be booked out as it is saying there are only 3 available in 

stock.  

 
To get around this you will need to do a stock adjustment IN of 3 then amend the GRN then 

you can do a stock adjustment OUT for the 3. 

 

Click the cross at the top right to close the GRN and say No you do not want to save the 

changes. 

 

 

Do the stock adjustment In. 

 

When you go back to FIND GRN (option 329) you will see the amended GRN is already there 

and it is not posted. (9) 

Double click to open the GRN, amend the Quantity as previously mentioned. 

 



 

© Copyright Interprise Solutions LLP                                            Page 4 of 4 
 

 
Save & Close. 

 

You will then need to check the stock levels to see if you need to do anything with the stock 

adjustment. 

 

To reverse a GRN - Once in amend mode, if you change the amended quantities down to 

0, click save & close, this will save the GRN, put this GRN into the superseded tab then re-

open the original PO. You can then re-book the PO in on a new GRN. 

 

 

 


