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What you need to know: 

a) See the SOP for Return Maintenance Issues if reversing maintenance issues. 

 

PROCEDURE 

1. Open the Work Order Closing form. 

2. Press F11 to enter query mode. Enter the work order number for which you need to reverse material 
charges, and press Ctrl+F11 to execute. 

 

Work Order Closing Form – Post Query 

 
3. Click on the crews tab. If the crew for which you are reversing charges is listed, click the crew’s line 

so that it becomes active (row is highlighted in bright blue). 

http://www.utexas.edu/facilities/fis/famishelpcenter/sop/documents/FIC_MaintIssue_IssueandReturns.pdf
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Work Order Closing Form – Crews Tab 

 
4. Click on the Material tab to display all material issued for the work order. 
Work Order Closing Form – Material Tab Pre Material Reverse 

 
a. Locate the line item that you wish to reverse and make note of the following values: 
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i) Part Number 

ii) U/M (unit of measurement) 

iii) Issued To 

iv) Unit Price 

b. Click in the issue No. field of the first blank line or click on an existing line and press Ctrl+Down 
on your keyboard or the insert icon. 

Work Order Closing Form – Material Tab Post Material Reverse 

 
c. In the Issue section of the material form, complete the following: 

i) Issue No. – (required) Tabbing out of this field will populate it with a value of ‘**ASSIGN**’.  
The issue number will be assigned when the transaction is complete. 

ii) Part No. - (required) Enter the part number from the original material posting recorded in 
4.a.i. 

iii) Description - (required) Populates with part number’s description. Change this to the same 
description from the original material posting and add text to indicate that this is a 
refund/reversal. 

iv) Quantity – (required) Enter the quantity to reverse using a negative value. 

v) U/M – (required) Enter the unit of measurement recorded in step 4.a.ii. 

vi) Warehouse - (required) Defaults to the user’s warehouse.  If it does not default to 
BENCHSTOCK, enter this value or click the LOV button and select BENCHSTOCK. 

vii) Issue Date - (required) Press tab to accept default date of today.  Adjust as necessary. 

viii) Issued To - (required) Enter the Issued To recorded in step 4.a.iii. 

ix) Unit Price - (required) Enter the price recorded in step 4.a.iv. 

d. Press Ctrl+S to save changes.  An issue number should appear for the reversal entry.  
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Work Order Closing Form – Material Tab: Reversed Benchstock Transaction with Issue Number 

 


