CANCELING PURCHASE ORDERS:

The system allows the user to cancel the whole PO or its parts depending on certain PO conditions and the
user’s needs. Please Note: the term “Canceling” a PO is different from the term “Closing” a PO. You cancel
the PO, for instance, when the PO was created in error or vouchers have not been processed. You close the PO
when you have finished receiving the items and making payments.

A Purchase Order can be canceled in its entirety (at the PO Header) if all of the following conditions apply:

- The PO is not on hold;

- The PO has never been dispatched;

- You are authorized to cancel POs;

- No PO Schedules have been matched;

- No Receipts have been recorded against the PO;

- There are no open VVouchers recorded against the PO.

Once a Purchase Order is dispatched, you can cancel all lines without canceling the entire Purchase Order.

Canceling a Purchase Order (at the PO Header) cancels the Header, Lines, Schedules, and Distributions.
Canceling a Purchase Order Line cancels the Line and its associated Schedules, and Distributions.

Index:
-Cancel PO - PO has not been dispatched, received or vouchersprocessed . ...................covvunnn. Page 2

-Cancel PO - PO has been dispatched, but not received or vouchers processed:

SCaANCEl All PO LINES . . oo Page 7
-Cancel selected PO LINE(S) . . . oo vttt e e e e e e Page 10
-Cancel PO Copied from Req — PO has not been dispatched, received or vouchers processed: ... .......... Page 15
-Cancel PO Copied from Req — PO has been dispatched, but not received or vouchers processed: .......... Page 24
-Cancel PO - PO has been dispatched and received, but not had vouchers processed . ................... Page32
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To Cancel a Direct PO or Direct PO Release at the PO Header
Where PO has not been Dispatched, Received, or Vouchers Processed:

Navigation: Purchasing, Purchase Orders, Maintain POs.
Find an Existing Value. Enter PO Number.

Verify PO is not Dispatched or Received (PO Status and Receipt Status on PO Form page), not on Hold
(Header Details) and does not have any VVouchers processed (Activity Summary).

POForm Y Schedule |

Cancel the Direct PO by clicking on the Red X in the right hand corner of the PO Form page:

—
Unit: 09000 PO: 0908000622 ‘PO Date: 0572372005 [ w
Vendor: IOKLAHOMA L-onz2 4 ID: IUUUUUSEQS3 aF Lookup Details ‘Buyer: ILMARTW Q Lisa Martin (090)
PO Status: Approved  Receipt: Mot Recwd  Budget Status: alid Doc Tol Status: valid
i Customize | Find | view & | 88 First [ 1 or 1 (] Last
. Line Sole o .
plafE )il ) G vl Agency Red Nbr Ul Lategory Amount Luir status
el Line ltem SS FHaa Source Type Description Agency Req Nbr PO Oty UOM  Cateqol Amount Curr Status
O |06156914192 Q- Q, |Clips, binder Fastener == B |

3.0000 IEIO}{ O, 06156814 30.00 USD Active =

Merchandise:

30,00  Adj Amt: 0.00%E  Total Amount: 30.00 USD Backorder Status: Mone
‘Goto: Header Details Defaults ltern Search Header Comments Line Details  Requisitions
Copy From Kit Catalog Line Comments | More ... j
Import Agency Req. & Sole Source Info.
ﬁSave

i Return to Search | [ENotity | |2 Refrash |
FO Farm | Schedule

The following message will appear:

Please note this action will cancel the Entire Purchase Order. Continue? (10200,228)

The action that you are taking will cancel the entire Purchasze Qrder. Ifyou do notwant to cancel this purchase arder, then you cannot perfarm the action at this time
Tes | Mo

Click “Yes”.
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The PO Status on the Header, Line, Schedule, & Distribution will change to “Canceled” and the Commitment
Control Close Flag will be checked in the Distribution. The Budget Check status will state “Not Chk’d”.

/ POForm '\ Schedule

i 4
Unit: 08000 PO: 0909000622 PO Date:[0512312005 AXDR
Vendor 1ok AHOMA L-002 G ID: IUUUUUSEQS3 Qﬂ Lookup Details ‘Buyer: ILMARTW Q Lisa Martin (090)

PO Status: Canceled % Receipt: NotRecvyd  Budget Status: Mot Chk'd Doc Tol Status: alid

Lines Cus First El 1of 1L [ Last

Line Sole

Sel Line tem SS Flag Source Tvpe Description Agency Req Nbr PO Oty UoMm Category Amount Cury’ Status
™ 1 [o6156814162 aQ r Q [Clips, hinder Fastener =] B[ =000 [Box Q 06156914 30.00 USP Canceled ] [=]
POForm ' Schedule |
Unit: 09000 PO: 0909000622 & x
PO Date: 0512312005 PO Status:  Canceled Receipt: Mat Recwd Budget Status: Mot Chi'd
First E 1 of 1 |I| Last
) B
Line: 1 em: 06156914192 Clips, hinder Fastener hinder 3 inch - S0/box =
Schedules Custarnize | Find | View &1l | B8 First 14 ot 4 [ Last
Sel Sched ‘Due Date ‘Ship To ‘PO Cy Price Amount Revisio
4 106232005 [ [osooo O | 3.0000 10.00000 | 30.00 Canceled J&| [=]
PO Oty: 3.0000 UOM:  BOx Amount: 30,00 UsD

Distribution Customize | Find | Wiew A
Detal= f Mble Details Y Asset Information ' Rer Detail P

Sel Dist PO Oty Percent Amount Currency Base Amt Base Currency Chartfield Budget, Control INUnit Statistics Code
Currency Status Status
Close Flag
I~ 1 3.0000 1000000 30.00 UsD 30.00 UsD Currencyy Canceled Falid Yalid = [=
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Another message appears:

Microsoft Internet Explorer |

"j Please click the budget check icon ko adjust the budget For this canceled PO (10200,387)

At this point, wou can click the Budget Check icon to adjust the budget; it will be modified by the canceled PO amount,
alternatively, wou can Budget Check this canceled PO through the PO Budget Check Request Process,

n

=TT T T

swjency Req. & Sole Source Info. |

Remember, it is the budget checking process that releases the encumbrance back to your budget, therefore, the
PO must be budget checked before the encumbrance will be returned.

Click on the Budget Checking icon. Budget Check status should be “Valid”.

Once budget checked, the system automatically takes you back to the Maintain POs look up or add page.
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Since the PO has been canceled at the Header level, you will not be able to view it from Maintain POs. You
must go to Purchase Order Inquiry.

Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders.

Please note, the Budget Status is “Valid” and PO Status is “Canceled”. The Line, Schedule & Distribution
Statuses are canceled as well.

[ Form Y Schedule

Unit: 0gaoa PO 0908000622

Vendor: OkRLAHOMA L-002  ID: 00000456253 Yendaor Details Buyer: Lisa Martin (090}
PO Date: 052352005 PO Status: Receipt: Mot Recwd Backorder Status: Mone
Budget Status m Doc Tol Status: Yalid

Customize | Find | n) | B First 4] 1of 1 [+ Last
Sel Line hem hem Description Category PO Oty UOM Amount Status
¥ 1 06156914192 Clips, hinder Fastener bhinder 061565914 BT UsD Canceled
Merch.: Adj Ami: Total: sD
Header Details  Matching HeaderVWAT  AIRTY Header Comments  Ling Details  Line Comments  Document Status
) Return to Search | [ENetity | F RelatedLinks

Form | Schedule
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Go to PO Accounting Entries to view the PO Accounting information:
Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries:

Please note, the Monetary Amount and Closed Value are $0 and Yes.

“ PO Accounting Entries

“Unit: IDQDDD Q ‘PO ID: IDE’DE’DDD522 Q' Goto Purchasing Order Inguiry
Vendor ID: 00000562453

Change Order:

‘Accounting Line View i}ptiun:l Standard [ ‘CommitmentControl L edger IALLOT Q%
Group:
Accounting Entries Vieyy £l | HH
Details T —
Trans Type g_q—';"—om Line Sched Dist GL Unit % :::—III?I?I?II Dept Buil Re Tﬁ:;?:?tw f";)jﬂ ::Iif;'flt \I:,'i‘::“ Journal 1D Eizzg;:;?fn
FO_POEMNC o1 1 109000 19501 10 05 ay 20048 2005 0001984690
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To Cancel a Direct PO or Direct PO Release at the PO Header
Where PO has been Dispatched, but has not been Received, or Vouchers Processed:

Navigation: Purchasing, Purchase Orders, Maintain POs.
Find an Existing Value. Enter PO Number.

Verify PO has been Dispatched but has not been Received (PO Status and Receipt Status on PO Form page),
not on Hold (Header Details) and does not have any VVouchers processed (Activity Summary).

Cancel all the PO Lines by clicking on the Red X in the right hand corner of the PO Form page:

{ POForm Y\ Schedule i Pt
Unit: 08000 PO: (908000623 ‘PO Date: 0572312005 [ X )=
Vendor: |OkLAHOMA L-002 'ID: IUD[|0055253 5] Lookup Details ‘Buyer: ||_['.'1FF'_I|I\| Lisa Martin (080)
PO Status: Dispatched Receipt: Mot Recwd  Budget Status: valid Doc Tol Status: valid
Custamize | Find | View Al | B First [ 4 o 1 [¥] | ast
. Line Sole . .
el Line ltem 2> Hag I Description Agency Redq Nbr UOM Lateqgory Amount Luir Status
Sel Line tem SS Fla: Rburce Tus Description Agency Req Nbr PO Oty UOM Cateqol Amount Curr Status
[ 108156914192 m [ L Rl B[ 50000 Box 08156914 5.00 USD Active =

The following message will appear:

Please note this action will cancel the Entire Purchase Order. Continue? {(10200,228)

The action that you are taking will cancel the entire Purchase Order. Ifyou do notwant to cancel this purchase order, then you cannot perfarm the action at this time.
Yes | Mo |

Click Yes.

You will receive the following message:

PO cannot be canceled once a change order has occurred. Cancel all lines instead? (10200,334)

The PO has either been dispatched or chanoge order processing has occurred. You cannot cancel the entire PO butyou cancel all the lines.
es | Mo |

Click Yes to cancel all the lines.

At PO Form page, Click Save.
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The PO Status on the Line, Schedule, & Distribution will change to “Canceled” and the Commitment Control
Close Flag will be checked in the Distribution. The Header PO Status will state “Pend Appr”. The Budget
.Check status will state “Not Chk’d”.

u n
POFoim | Gehedus
Uit [9000 PO 0I0B000623 poomefiiiiE 5 Y AX DR
o it o It 5z -
weiton: [ Wi ’ Lookmip [Deplaiy "By | Lisa Mastin {0
POSL & Recelpl: Not Recvd  Busdget Statuss ot Chikd Dec Tod Stistus: Valid

S LTI ar [ |, [Clips, binoer F astener < | B [ sooo0 feow O os1seens 500 |-. -
]
n ] n
¢ POForm  Schedule
Unit: Qsoonn PO 0809000623 A X
PO Date: 05/23/2005 PO Status:  Dispatched  Receipt: Mot Recyd Budget Status: Mot Chk'd
Line: 1 lem: 0F156914192 Clips, hinder Fastener hinder 3 inch - 500fbox EE'
Schedules
Sel Sched ‘Due Date ‘Ship To ‘PO Price Amount Revisiq Status
v 1 052312005 ] 5.0000 1.00000 5.00 Canceled ] [=]

Distributions -- 1

. . . . =l
PO: 0909000623 Line: 1 Sched: 1 Mem: 0F156414197 Clips, binder Fastener binder 3inch - [
a0ihox
‘Distribute by: | Quantity =l speedchart: | Q Mult-SpeedCharts  Status:  Canceled

First E 1cf 1 |I| Last

More Details Lzset Information Feq Detail

Commitment

Chartfield Bud Control

Sel Dist POty Percent Amount Currency Base Anit Base Currency Status Unit  Statistics Code

currency Status Close Fla
= 1 40000 100.0000 5.00 USD A.00 USD Currency] Canceled W¥id I =
Amount: .00 USD Doc. Base: 5.00 UsD PO Oty: 50000
Distribution Dretails Frojects Asset Information Req Detail Distrib Salesilse Tax Dristrity WAT

QK Cancel Refresh
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Since the PO did not cancel at the header level, the message reminding you to budget check will not appear.

Remember, however, it is the budget checking process that releases the encumbrance back to your budget,
therefore, the PO must be budget checked before the encumbrance will be returned.

Click on the Budget Checking icon. Budget Check status should be “Valid”.

Approve and Dispatch the PO, if wanted. (Since the SP2 Upgrade, in most cases, to approve the PO, you click
Save again after Budget Checking.)

Since the PO has been canceled at the Line level, you are able to view the PO from Maintain POs.
Go to PO Accounting Entries to view the PO Accounting information:
Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries:

Please note, the Monetary Amount and Closed Value are $0 and Yes.

/PO Accounting Entries |

*Unit: IUQUUU Q ‘PO ID: IE'E’E'E’E'E'E'523 R 3o to Purchasing Order Inguiry

Vendor ID: Q000056253 Change Order: 1
‘Accounting Line View lilminn:l Standard x| *CommitmentControl Ledger IALLOT Q. %y
Group:
Customize | Find [ view &1l | B8 First [ 1 1 (Y Last
Details p—

Lnpost , . _ . Fund Class- Monetary  ClosedfBudget Fiscal Reference
Trans Type Seq Line Sched Dist GL Unit Tybe Fundin Dept Bud Re Amount Value IPeriod Year Journal 1D Reversal ID
FO_POEMNC o 1 1 109000 19501 10 ns oy 20058 2005 0001984691
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To Cancel a Specific PO Line:

Cancel specific PO Lines without canceling all the Lines by clicking on the “Line Details” hyperlink at the

bottom of the PO Form page (you must select the line to be canceled and hit refresh before the hyperlink is
active):

{ POForm Y Schedule

Unit: 08000 PO: 0809000624 'PO Date: 0512372005 [ A X

Vellllﬂl:IOKLAHOMA L-002 ID: |0000055253 5] Lookup Details ‘Buyer: ILMARTW Lisa Martin (080)

PO Status: Dispatched Receipt: Mot Recvd  Budget Status: 'alid Doc Tol Status: valid

Line Sole ey .

SENERIEPLETT d vl Agency Req Nbr UOM Lateqory Lurr St3

el Line tem SS Flag Source Type Description Anency Req Nbr PO Oty UOM Cateqol Amount Curr Status
Adapters, computer cable

© 102041308433 - | Q) DhzSidh2a mil, serial Straightl B | 5.0000 EA 02041308 50.00 USD Active =1
thru, rs232, 100 flengths
Adapters, computer cahble Rs =h )

p) 2 02041308800 O [ oY== ¥ | B | 30000 EA 02041308 45.00 USD Active =

Merchandise: 95.00  Adj Amt: no0E  Total Amount: 95.00 USD Backorder Status: Mone

‘Goto: Header Details Defaults ltern Search Header Comments Line Details

Copy Fram kit Catalog Line Camments

Import Agency Req. & Sole Source Info.

Save Return to Search Motify % Refrazh
=] Q EJ 2
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Cancel the line by clicking the Red X at the top of the Line Details page:

Line Details -- OKLAHOMA L-002

=11
PO: 0909000624  Line: 2 Adapters, computer cable Rs 232 to 1 41 = A
Backorder Status: None
™ Amount Only Status: Artive
Amount: 45.00 UsD Doc. Base: 45.00 Base Currency: LIsSD
Category: 02041308 ADAPTERS, COMPUTER CABLE  Category ID: 02602

Contract SetlD:  0oooo

Contract ID: Line: I

Release: MEXT  Contract Details

RFC 1D: UPNID: (o000

Vendor ftem ID: | GPO ID:

Vindr Catlg: | GPO Contract:

Nfg ID: [

Mg lkm 1D: | i

‘Price Oty: [schedule =] ‘Price Date: PO v
Feplenish Code; Standard

™ withholding
[T Receiving Required [T Device Tracking

™ mspection Required Inspect ID; I

Configuration Info
Ok | Cancell Refreshl

The following message will appear:

This action will cancel this line forthis purchase order. Cantinue? (10200,229)

The action that yvou are taking will cancel thig line for this Purchase Order. [fyou do notwant to cancel this line, then you cannot perform the action at this time.
fes | Mo |

Click Yes.
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At PO Form page, click Save.

The PO Status on the Line, Schedule, & Distribution will change to “Canceled” and the Commitment Control

Close Flag will be checked in the Distribution. The Header PO Status will change to “Pend Appr”. The Budget
Check status will state “Not Chk’d”.

The line not canceled will have a status of Active as will its Schedule and Distribution.

/ POForm ' Schedule

g
Unit: 08000 PO: 0909000524 Chng Order: 1 PO Date: 0512312005 [5) AX DR
Vendor: [OKLAHOMA L-002 ap: [0000056253 %3 Lookup Details *Buyer: |LMARTIN

PO Status: Pend Appr Receipt: Not Recvd  Budget Status: Mot Chik'd

Liza Martin (090}

Doc Tol Status: valid

Custamize | Find | %
Line Sole

>> Haqg I Description Agency Redq Nbr oM Category Amount Luir status
SS Fla Source Type Description Agency Req Nbr PO Oty oM  Cateqgol Amount Curr Status
Adapters, computer cable
O 102041308433 (| I O, Dh25idh25 mii, serial Straightl E% I 5.0000 EA 02041308
thru, rs232, 100 fflengths
F  2[oz2081308800 Q | Q [adapters, computer = | B[ sooo0 [Ea @ ozoai3os

__POForm | Schedule

Unit: ns00o0 PO

0809000624 Chng Order: 1 A X

PO Date: 052352004 PO Status: Fend Appr Receipt: Mot Recwd

Budget Status: Mot Chk'd

Line: 1 ftem: 020413208433 Adapters, computer cable Dh2arfdh2a mii, serial straight thru, rs232, FI%
100 fflengths

Schedules Customize

Sel Sched 'Due Date 'Ship To ‘PO Price Amount Revision

O 1 0512352005 09000 5.0000 10.00000 a0.00

PO Gity: 5.0000 UK EA Amount: 50.00 UsD
Line: 2 ltem: 02041308500 Adapters, computer cable Rs 232 tor 41 =
Customize | Find | view Al | B First [0 1 0t 4 [ Last

Sel Sched ‘Due Date 'Ship To ‘PO Gty Price Amount Bevision  Steill
I 1 0512352005 09000 3.0000 15.00000 45.00 , =

Page 12 of 33



Distribution - PO Line 1 (line was not canceled):

Customize | Find | A g First El 1 of 1 E' Last

=\

Commitment

More Details Aszet Information Req Detail

Sel Dist POGty Percent Amount  Currency Base Amt B33  currency Status Sh2rWeld Buddet oo o) Statistics
Currency Status Code
= Close Flag -
W 1] soo00 [To0.0000 50.00 USD 5000 USD  Currendy Open “Walid = al a =

Distribution - PO Line 2 (line was canceled):

Customize | Eind | View 2l | 38 First 1 1 o 1 [M] Last

i Aszet Infarmation i Req Detail

=5

Commitment

. Base Chartfield Buil | L
Sel Dist PO Oty Percent Amount Currency Base Amt Curren Currency Status Status Control INURnit Statistics Code

Close Flaq

v 1 3.0000 100.0000 45.00 UsD 45.00 USD =1

Again, since the PO did not cancel at the header level, the message reminding you to budget check will not
appear.

It is the budget checking process that releases the encumbrance back to your budget, therefore, the PO must be
budget checked before the encumbrance will be returned.

Click on the Budget Checking icon. Budget Check status should be “Valid”.

After budget checking, go to Approve Amounts to approve the PO and to Dispatch POs to dispatch the PO.
(Since all lines were not canceled, you must go to Approve Amounts to approve the PO.)

Since the PO has been canceled at the Line level, you are able to view the PO from Maintain POs.
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Go to PO Accounting Entries to view the PO Accounting information:
Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries:

Please note, the Monetary Amount and Closed Value for Line 2 are $0 and Yes.

/PO Accounting Entries |

*“Unit: IDQDDD € ‘PO ID: IUE”:'E”:”:”:'E24 & Go to Purchasing Qrder Inguiry

VendorID: 0000056253 Change Order: 1
*Accounting Line View Dmiun:l Standard x| *CommitmentControl Ledger IN-LOT Q, %
) Group:

Accounting Entries
Details

Customize | Find |

Unpost , . . - Fund Class- Monetary  Closed Budget Fiscal Reference
Trans Type Son Line Sched Dist GL Unit Type Fundin Dept Buil Ref Amount Value Period Year Journal 1D Reversal ID
FO_POEMC o1 1 108000 18501 10 ns 50 M 2008 2005 00019846494
FO_POEMC (I 1 108000 18501 10 ns m 20048 2005 0001984694
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To Cancel a PO - Copied from a Requisition - at the PO Header
Where PO has not been Dispatched, Received, or Vouchers Processed:

Please Note: the PO was copied from the Requisition utilizing the “Copy From” hyperlink at the bottom of the
PO Form page and the Requisition was finalized. However, the Requisition must be unfinalized if it is to be
sourced again.

Navigation: Purchasing, Purchase Orders, Maintain POs.
Find an Existing Value. Enter PO Number.

Verify PO is not Dispatched or Received (PO Status and Receipt Status on PO Form page), not on Hold

(Header Details), does not have any Vouchers processed (Activity Summary) and Requisition has been finalized
(Requisition hyperlink).

Cancel all the PO Lines by clicking on the Red X in the right hand corner of the PO Form page:

{ POForm { Schedule

— .
P
Unit: 0agoo PO: 0909000542 ‘PO Date: 160712005 @ o B
Ven(lor:IOKLAHOMAL-DDE Q Dz |0000056253 A Lookup Details *Buyer: |LMART|N @ Lisa Martin (190)
PO Status: Approved  Receipt: Mot Recvd  Budget Status: ‘alid Doc Tol Status: alid
Customize | Find | view Al | B First ({4004 [ Last
. Line Sole —— .
SEHENIEMLET G vl Adgency Req Nbr AU Lategory Amount Lurr Status
el Line ltem SS Flag Source Type Description Adgency Req Nbr PO Oty UOM  Cateqgol Amount Curr Status
i 1|02041308433 (s m| @, |adapters, computer = B | 2.0000 IEA Q02041308 20.00 USD Active =
Merchandise: 20.00  Adj Amt: o0 Total Amount: 20.00 USD  Backorder Status: Mone
‘Goto: Header Details Defaults ltem Search Header Comments Line Details  Requisitions
Copy From Kit Catalog Ling Comments | More ... j

Impaort Agency Req. & Sole Source Info. |

ﬁ Sawve QReturn to Search) E'Notify ) fo Refresh )
FO Form | Schedule

You will receive the following message:

Please note this action will cancel the Entire Purchase Order. Continue? (10200,228)

The action that you are taking will cancel the entire Purchase Crder. [fyou do notwant to cancel this purchase order, then you cannot perform the action at this time.
fes | Mo |

Click “Yes”.
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You will receive the following messages:

Cpen requisition quantity for Beg 1D 0900000064 Line 1 Schedule 1 Distribution 1 to be sourced again? (10200,43

Cancel |

The purchase order sources requisitions. When you cancel, you can optto open the requisition again for re-sodrcing
Yes | Mo |

Always click “Yes” — even if you do not plan on re-sourcing the Requisition again.

Microsoft Internet Explorer

x|
'j Flease click the budget check icon ko adjust the budget far this canceled PO (10200, 387)
L

At this poink, vou can click the Budget Check icon bo adjust the budget; it will be modified by the canceled PO amount,
Alkernatively, wou can Budget Check this canceled PO through the PO Budget Check Request Process.

Click “OK”.

Note the PO Header, Line, Schedule & Distribution Line have a status of “Canceled” and the Budget Status is
“Not Chk’d”.

[ POForm Y Schedule

v A [=1 ",""
Unit: 09000 PO: (080G000642 P Dates 080772005 1 7 A X TR j§ B
Vendor: IOKLAHOMA Looz G
PO Status:

ap: 0000056253 QT |pokup Dstails ‘Buyer: |LMARTIN A Lisa Martin (090)
: Receipt: Mot Recyd  Budget Status: Mot Chk'd

Doc Tol Status: valid

. Al B pirst [0 g oo [ Last
Line Sole oo a
el Line fem >> Haqg —!EI Description Agency Red Nbr MUl Lategory Amount Lurr status
el Line ltem SS FHa Solrce Tupis Description Agency Req Nbr PO Oty UOM  Cateqol Amount Curr Status
r  1[oz041308433 a r C |adapters, computer e

B[ zoooo [EA @ 02041308 2000 US =
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POForm f Schedule

Unit; na00n PO: (908000642 AXiER
PO Date:  06/07/2005 PO Status:  Canceled Receipt: Mot Recvd Budget Status: Mot Chik'd
Line: 1 Mem: 02041308433 Adapters, caomputer cable Dbh25/db25 mii, serial straight thru, rs232, FI%
100 fflengths
Schedules Customize | Find | Yiew All | B First [ 1 ot 1 ] Last
Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Revision Blatus
¥ 1|oBi07iz005 [ [osoo0 O | 2.0000 10.00000 | 20.00 Canceled JE| [=]

Distributions -- 1

) . Eh
PO: (0908000642 Line: 1 Sched: 1 hem: 02041308433 Adapters, camputer cable Dh25/db24 mii, serial |-—||§|
straight thru, rs232, 100 flenaths

*Distrihutehy:lguanmﬂ’ =l Spee(ICIlart:I @ Multi-SpeedCharts Status: Canceled

Distribution CLs B First [y o1 [ Last

Details More Details Y Asset Information Feq Detail

Commitment

Chartfield Budget Doc Tol

Sel Dist POGty Percent Amount  Currency Base Amt 2222

Currency Final Control INUnit  Statistics Code
Currency Status  Statu Close Fla
= 1 20000 1000000 20.00 USD 20.00 USD Walid Walid F ¥ =]

Remember, it is the budget checking process that releases the encumbrance back to your budget, therefore, the
PO must be budget checked before the encumbrance will be returned.

Click on the Budget Checking icon. Budget Check status should be “Valid”.

Once budget checked, the system automatically takes you back to the Maintain POs look up or add page.
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Since the PO has been canceled at the Header level, you will not be able to view it from Maintain POs. You
must go to Purchase Order Inquiry.

Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders.

Please note, the Budget Status is “Valid” and PO Status is “Canceled”. The Line, Schedule & Distribution
Statuses are canceled as well.

[ Form Y Schedule

Unit: n4ooo PO n909000642

Vendor: oQRlLAHOMA L-002  1D: BRI 0AE2A3 Yendor Details Buyer:  Lisa Martin (090}

PO Date: 06/QEZ0O0 P(}S'tntu Receipt: Mot Recvd Backorder Status: MNone

Budget Statgs: alid Doc Tol Status: valid

Customize | Find | view Al | B First [0 4 o 1 D Last

Sel Line hem ltem Description Cateqgory PO Oty UOM  Amount Status

= 1 02041308433 Adapters, computer cable Dhaas 02041308 EA USD Canceled
Merch.: Adj Amt: Total: sD

Header Details  Matching Header VAT Al BTY Header Comments  Line Details  Line Comments  Document Status
(2, Return to Search | [ENotify | F RelatedLinks

Form | Schedule
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Go to PO Accounting Entries to view the PO Accounting information:
Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries:

Please note, the Monetary Amount and Closed Value are $0 and Yes.

{ PO Accounting Entries

"Unit: IUQUDD aQ ‘PO ID: IE'Q’E'Q’E'E'E'E‘12 &\ Goto Purchasing Order Inguiry

Vendor ID: 0000056253 Change Order:
‘Accounting Line View 1}|)ti0||:| Standard [E] *CommitmentControl Ledger IAU—OT QA %
Group:
Accounting Entries C 4| i First El 1ef 1 E Last
Details [F=w

Unpost . . - Fund Class- Monetary  Closed Budget Fiscal Reference
Trans Type Seq Line Sched Dist GL Unit Tvne Fundin ept Buil Ref Amount Value Period Year Journal 1D Reversal ID
PO_POEMC o1 1 109000 18501 10 05 oY 20058 2005 0001924866

Go to Requisition Accounting Entries to view the Req Accounting information:
Navigation: Purchasing>Requisitions>Review Requisition Information>Accounting Entries:

Please note, the REQ_PREENC is 20 and the Reversal is -20; therefore, there is no outstanding pre-
encumbrance.

J Requisition Accounting Entries

“Unit: |UE’DUD & 'ReqID: |UQUUUUUUE4 U Goto Requisition Inauiry

Requester:  LMARTIN Change Order:
‘Accounting Line View |Standard j ‘CommitmentControl Ledger IALLOT Q &
Option: Group:

Accounting Entries

|-' Details '.I T M
. _ . Fund Class- Monetary Closed . Fiscal Reference
= = ing budiet Period
Trans Type Line Sched Dist GL Unit  Account Tvbe Fundin Dept Buil Ref Amount  Value Budaet Period Year Journal ID Reversal ID
REQ_PREENC 1 1 109000 19501 10 04 201 2005 2005 0001984865

REVERSAL 1 1 109000 19501 10 04 S20 N 2005 2005 0001984866 0009000642
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If the PO is for an amount less than the Requisition and the Requisition was finalized from the PO Form page,

the reversal amount will still equal the REQ_PREENC amount and there will be no outstanding pre-
encumbrance.

| Requisition Accounting Entries

“Unit: [0s000 @ Requn: [0S00O0ODES O

Requester: LIARTIM

Go to Reguisition Inguiry

Change Order:

"Accounting Line View |Standard =] ‘CommitmentControl Ledger WO\ M

option: Group:

Accounting Entries Custornize | Find | view &1 | 88 First [ 12 002 [P Last

|-' Details "| ToI

Trans Type  Line Sched Dist GL Unit  Account % El':lflfn Dept Bud Ref Tl—r‘!‘]’]'“)‘fn m" Budget Period :‘;:r“' Journal ID Eﬁ:‘:;‘ffn

REG_PREENC 1 1109000 19501 10 05 20 K 2005 2005 0001984865

REVERSAL 1 1109000 19501 10 05 220N 2005 2005 0001984866 09090006432
|

If the PO is for an amount less than the Requisition and the Requisition was not finalized from the PO Form
page, the Reversal disappears from the Requisition Accounting Entries, leaving a REQ_PREENC of the full

amount of the Requisition. (Example: Requisition was created for $10.00, copied to PO. PO was in the
amount of $5.00. Did not finalize Requisition. Canceled PO.)

/ Requisition Accounting Entries

‘Unit: [0s000" @ Reqp: [pa00DDODEE @

Redquester: LWARTIM

‘Accounting Line View
Option:

Goto Requisition Inguiny

Change Order:

j ‘CommitmentControl Ledger IALLOT Q %

|Standard

Group:
Customize | Find | v B Fist (000 [ Last
Details
. . . Fund Class- Monetary  Closed . Fiscal Reference
fi VI Line Sched Dist GL Unit o " [ Budget Period a
Trans Type Line Sched Dist GL Unit Account e Fundin Dept Bud Ref Amount  Value Budget Period Yoar Journal ID Reversal ID
REQ_PREEMZ 1 1 1049000 19501 10 05 10M 20045 2005 0001984880
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Once the PO is canceled, cancel the Requisition or re-source the Requisition to a new PO or RFQ. (Note: (1)
Do not cancel the Requisition before canceling the PO and (2) the Requisition must be unfinalized if it is to be

sourced again.)

To cancel the Requisition at the Header level, click on the Red X in the right hand corner of the Req Form page:

i Form '(- Schedule | =
Unit: 03000 ReqID: 0900000064 "Req Date: [08/07/2008 |5 origin: |23 =] ¥/ {::}'
‘Requester: [LMARTIN Lisa Martin (090 ™ Hold From Furiier’Processing
status: spproved Budget Status: valid Accounting Date: [18/07/2005 [ cyprency: |50 Dollar
Customize | Find | o B8 First e g [ Lot
Sel Line femID SS Flag 'T'i“;ssrc Description Agency Req Nbt ReqOty ‘'UOM  Category  Price Ship To Status
Adapters, computer cable S : e
3 E
W 1 02041308433 [ I QL Dh25 |_—|‘§| 20000 EA Q. 02041308 10.00000 |UQUUU QL Active B =
Total Amt: 2000 USD Total Base Amit: 20.00 UsSD
‘Goto: Header Defaults Header Comrents  Iterm Search ltem Detail Line Defaults Line Details
Catalog Line Comments  Sourcing Gontrols | ~MOre.. = %

B savel |CLRetunto Search | ENotity | [ Refresh |

You will receive the following message:

Canceling a reguisition will cammit any changes made and prevent further changes. Continue? {10100,7)
When you mark a requisition as complete or cancelled, the systern daes not allow any further changes to the requisition. Any changes made, howewver, will he stared an the requisition.

Ifyou have any mare changes to make to this reguisition, do not mark it as complete or cancelled at this time. Make the ather changes, then return to change its status.
fes | ] |

Click “Yes”.
The system automatically takes you back to the Maintain Requisitions look up or add page.

Remember, it is the budget checking process that releases the pre-encumbrance back to your budget, therefore,
the Requisition must be budget checked before the pre-encumbrance will be returned. You will not be able to
budget check from Maintain Requisitions.
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Navigation: Purchasing>Requisitions>Budget Check
Add a Budget Checking Value if not one present (ex., REQ_BUDGET_CK)

Enter the parameters as shown below to budget check one Requisition:

* Req Budget Check |

Fun Comtrol I REC_BCM Feport Manadger Process Monitor P |

Process Request First E 1cof 1 E| Last
[=]
Request Number: 1
 Once
F Always ’-Descril}tion: REQU'SIT'ON PRE'ENCUMER.‘E‘.NCE
" Don't Run

‘Business Unit: I‘vfalue *I Business Unit: IEIQEIEIEI Q
Req ID: I‘Jalue 'I Req ID: IEIQEIEIEIEIDEIEd &}

Req Date: All -

Actg Date: All -

Requester ID: | All -

Origin: All -

REQ Status: All -
Click “Save”.
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Click “Run”. This pulls up the Process Scheduler Request page:
Process Scheduler Request

User ID: LMARTIM Fun Comtrol ID: REC_BCM

Server Name: PSLIM Run Date: |IZIEI 08i2005 E
Recurrence: | j Run Time: |3:4B:1 SP M Resetto Current DateiTime I

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format
v Comim. Cnirl. Budget Processaor FEPKBOP3 CoOBROL SGL (Mone) I{Nnnej "I Sngn
Click “OK”.

Click “Process Monitor”. Click Refresh until Run Status states Success:

{ Process List | ServerList |

User I0: ILMARTIN 2, Type: j Last: |_1 |Days j Refresh I

Server: | j Name: |  Instance: | to |

Fun | Distribution - ¥ Save On Refresh

Status: I J Status I J
Process List Customize | Find | Wiew A First E 1-2af 8 |I| Last
Select Instance Seq. Process Type Process User Bun Date Time Bun Status Distribution Dretails
- Hame - Status -
= 1196274 COBOL SGL FSPEBOPI LMARTIM O6MS2005 3:48:19PM COT  Processing  MiA Dietails

Since the Requisition has been canceled at the Header level, you will not be able to view it from Maintain
Requisitions. You must go to Requisition Inquiry to review the information.

Navigation: Purchasing>Requisitions>Review Requisition Information>Requisitions

After canceling the PO and Requisition, you should not have an outstanding encumbrance or pre-encumbrance.
Review the PO Accounting Entries and Req Accounting Entries as well as the Outstanding Orders CSV and
Outstanding Pre-Encumbrance reports for verification.

Navigation:

Purchasing>Purchasing Reports>Outstanding Orders CSV
Purchasing>Purchasing Reports>Outstanding Pre-Encumbrances
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To Cancel a PO - Copied from a Requisition - at the PO Header
Where PO has been Dispatched, but has not been Received, or Vouchers Processed:

Navigation: Purchasing>Purchase Orders>Maintain POs.
Find an Existing Value. Enter PO Number.

Verify PO has been Dispatched but has not been Received (PO Status and Receipt Status on PO Form page),

not on Hold (Header Details), does not have any VVouchers processed (Activity Summary) and Requisition has
been Finalized (Requisition hyperlink). However, the Requisition must be unfinalized if it is to be sourced
again.

Cancel all the PO Lines by clicking on the Red X in the right hand corner of the PO Form page:

POForm Y Schedule |

g,
T = B
Unit: 09000 PO: 0909000R47 ‘PO Date: [06/08/2005  [5] Xy<ii@h
Vendor: |OkLAHOMA L-002 "ID: |EIDDIJ-’156253 = Lookup Details ‘Buyer: |LM;\F—:TII‘J Lisa Martin (090}

PO Status: Dispatched Receipt: Mot Recyd  Budget Status: Yalid Doc Tol Status: alid

customize | Find | View il | 88 First [ 1004 [ Last

Line Sole

Sel Line tem 35 Flag rce Tyl Description Agency Req Nbr ¥ UOM Cateqory Lurr
el Line tem S5 Fla Source Type  RESClintion Agency Req Nbr PO Oty UOM Cateqgor Amount Curr Status

Adapters, computer cable

[ 102041308431 O | C, Db25/db25 mim, serial | By | 20000 Es 02041308 10.00 USD Active =
printer, ra232, 25 ftilenaths

Merchandise: 10,00  Adj Amt: 0005 Total Amount: 10,00 USD Backorder Status: Mone
‘Goto: Header Details Defaults ltern Search Header Comments Line Details  Reduisitions
Copy From Kit Catalog Line Comments | More ... Ll

Impoart Agency Req. & Sole Source Infa. |

B save) QiRetunto Search| [ENotity | (4 Refresh |

The following message will appear:

Flease note this action will cancel the Entire Purchase Qrder. Continue® {10200,228)

The action that you are taking will cancel the entire Purchase Order. If you do notwant to cancel this purchase order, then you cannot perform the action at this time.
fes | Mo |

Click “Yes”.
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You will receive the following message:

PO cannot be canceled once a change order has occurred. Cancel all lines instead? (10200,334)

The PO has either been dispatched ar change order processing has occurred. You cannot cancel the entire PO but yau cancel all the lines.
fBg | Mo |

Click “Yes” to cancel all lines.

The following message will appear:
Cpen reguisition quantity for Beg 1D 090000006849 Line 1 Schedule 1 Distribution 1 to be sourced again? (10200,43

The purchase order sources requisitions. When you cancel, you can opt to open the requisition again for re-sourcing.
Yes | Mo | Cancel |

Always click “Yes” — even if you do not plan on re-sourcing the Requisition again.

At PO Form page, Click Save.

The PO Status on the Line, Schedule, & Distribution will change to “Canceled” and the Commitment Control
Close Flag will be checked in the Distribution. The Header PO Status will state “Pend Appr”. The Budget
Check status will state “Not Chk’d”.

{ POForm Y Schedule

v | i
Unit: 08000 PO: 0909000647 Chng Order: 1 ’Ponme:|0610912005 [+ AXTHEGER
Velnlﬂl:lOKLAHOMAL-DUE ID: |UDL10055253 ﬂ Lookup Details ‘Buyer: ILMARTIN Lisa Martin (090)
PO Status: Pend Appr Receipt: MotRecvd  Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd

Customize | Find | view Al | 88 First [4] 4 .0r 1 [F] Last

" Line Sole e |
el Line tem q [ Agency Req Nbr om qory Amount Lurr status
el Line tem S5 Ha: SiiiesTupe Description Agency Req Nbr PO Gty Uom  Cateqol Amount Curr Status

™ 102041308431 Q I Q, |adapters, computer = B[ zoomo [EA @ 02041308 10.00 USD Canceled [+.])[=]

[ POFaorm i Schedule )

Lhnit: 0a00o PO: 0909000647 Chng Order: 1 & x | fﬁ
PO Date:  06/09/2005 PO Status: Pend Appr Receipt: Mot Recyd Buiget Status: Mat Chk'd
Line: 1 Mem: 020441308431 Adapters, computer cable Dh28/db25 mim, serial printer, rs232, 25 FI%
ftilengths
Schedules J
Sel Sched ‘Due Date ‘Ship To ‘PO Oty Price Amount Revision
v 1 0609520048 naoon 2.0000 5.00000 10.00 ¥ =]
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First [1] 1 of 1 [ Last

Details More Details Y Asset Information Reg Detail
Commitment
Sel Dist PO Oty Percent Amount Currency Base Amit Eﬁfreen Currency Status g‘;‘l—g‘em g%:ﬂz—t g::; ol Final Control INUnit Statistics Code

== == Close Flag

F 1 20000 1000000 10.00 USD 10.00 USD Currencylid gﬁtkd gﬁ‘kd = @ = =

Since the PO did not cancel at the header level, the message reminding you to budget check will not appear.

Remember, however, it is the budget checking process that releases the encumbrance back to your budget,
therefore, the PO must be budget checked before the encumbrance will be returned.

Click on the Budget Checking icon. Budget Check status should be “Valid”.

Approve and Dispatch the PO, if wanted. (Since the SP2 Upgrade, in most cases, to approve the PO, you click
Save again after Budget Checking.)

Since the PO has been canceled at the Line level, you are able to view the PO from Maintain POs.
Go to PO Accounting Entries to view the PO Accounting information:
Navigation: Purchasing>Purchase Orders>Review PO Information>PO Accounting Entries:

Please note, the Monetary Amount and Closed Value are $0 and Yes.

PO Accounting Entries \

"Unit: IUQ‘UUU Q ‘PO ID: I':'E’DE’DDEIEM @ Goto Purchasing Order Inguiry

Vendor 1D: oooo0akE2453 Change Order: 1
‘Accounting Line View Eilnion:l Standard (B3 *CommitmentControl Ledger I’”"—'—OT A %
Group:
Customize | Find | Wiew A First E 1of 1 |I| Last
Details =

Unpost . . . Fund Class- Monetary  Closed Budget Fiscal Reference
Trans Type Seq Line Sched Dist GL Unit Type Fundin Dept Bud Ref Amount Value Period Year Journal ID Reversal ID
PO_POEMNC 0 1 1 108000 18501 10 05 oy 2005 2004 0001934883
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Go to Requisition Accounting Entries to view the Req Accounting information:
Navigation: Purchasing, Requisitions, Review Requisition Information, Accounting Entries

Please note, the REQ_PREENC is 20 and the Reversal is -20; therefore, there is no outstanding pre-
encumbrance.

{" Requisition Accounting Entries

"Unit: IDQUDU Q& ReqID: IDQUDUDDUEQ Q. Goto Reguisition Inguiry

Redquester: [ MARTIM Change Order:
*Accounting Line View |Standard j ‘CommitmentControl Ledger IALLOT Q %
Option: Group:

C ze | Find | ¥
Details

. _ . Fund Class- Monetary  Closed . Fiscal Reference
i | Line sched st GL Unit ra— f— | Buil Ret alnn  Dudiet Period e ———

Trans Type Line Sched Dist GL Unit Account Twpe Fundin Dept Buil Ref Amount Value Budget Period Year Journal ID Reversal ID

REGQ_PREEMC 1 1 108000 19501 10 0a 20 20048 20045 0001584882

REWERSAL 1 1 108000 18501 10 o5 -20 M 2005 2005 000159848583 0909000647

If the PO is for an amount less than the Requisition and the Requisition was finalized from the PO Form page,

the reversal amount will still equal the REQ_PREENC amount and there will be no outstanding pre-
encumbrance.

{" Requisition Accounting Entries

‘Unit: [b3000° QL pequp:  [0300000070° Q@ g4 Requisition Inquiry

Reduester:  LMARTIN Change Order:

‘Accounting Line View |Standard j ‘CommitmentControl Ledger IALLOT Q %
Option: Group:

Accounting Entries mize | Find | Yiew All | i First [« 12 of 2 [¥] Last
Details =
. . . Fund Class- Monetary Closed . Fiscal Reference
fi i} Line Schedl Dist GL Unit Account — e I Bud Ref Budget Period fi ———r
Trans Type Line Sched Dist GL Unit Account Tune Fundin Dept Bud Ref Amount  Value Budget Period Year Journal ID Reversal ID
REGQ_PREENC 1 1 109000 189501 10 0s 10 M 2005 2005 0001954884
REVERSAL 1 1 109000 19501 10 04 10N 2005 2005 0001984385 0909000643
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If the PO is for an amount less than the Requisition and the Requisition was not finalized from the PO Form
page, the Reversal disappears from the Requisition Accounting Entries, leaving a REQ_PREENC of the full
amount of the Requisition. (Example: Requisition was created for $10.00, copied to PO. PO was in the
amount of $5.00. Did not finalize Requisition. Canceled PO.)

 Requisition Accounting Entries

“Unit: IDQDDD 2 ‘ReqID: IDE’DE'DE'DE'T1 @ Goto Requisition Inauiry

Requester: | MaARTIMN Change Order:
‘Accounting Line View IStandard j ‘CommitmenmControl Ledger IALLOT Q %
Option: Group:

Accounting Entries Custornize | Eind | view &l | B8 First [ 1 or 1 [ Last
Details

. . . Fund Class- Monetary Closed . Fiscal Reference
fi i | Line Sched Dist GL Unit - I Buil Ref Budget Period b
Trans Type Line Sched Dist GL Unit Account Tvne Fundin Dept Bud Ref Amount | Value Budget Period Year Journal ID Reversal ID
REG_PREEMC 1 1 108000 19501 10 05 10 M 20045 2005 0001984886

Once the PO Lines are canceled, cancel the Requisition or re-source the Requisition to a new PO or RFQ. (Note: (1)
Do not cancel the Requisition before canceling the PO and (2) the Requisition must be unfinalized if it is to be
sourced again.)

To cancel all the Requisition Lines, click on the Red X in the right hand corner of the Req Form page:

You will receive the following message:

Canceling a requisition will commit any changes made and prevent further changes. Caontinue®? (10100,7)
When you mark a requisition as complete or cancelled, the system does not allow any further changes to the requisition. Any changes made, however, will he stored on the requisition.

Ifyou hawe any more changes to make to this requisition, do not mark it as complete ar cancelled at this time. Make the other changes, then return to change its status.

Yes Mo |
Click “Yes”.

The system automatically takes you back to the Maintain Requisitions look up or add page.
Remember, it is the budget checking process that releases the pre-encumbrance back to your budget, therefore, the

Requisition must be budget checked before the pre-encumbrance will be returned. You will not be able to budget check
from Maintain Requisitions.
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Navigation: Purchasing>Requisitions>Budget Check
Add a Budget Checking Value if not one present (ex., REQ_BUDGET_CK)

Enter the parameters as shown below to budget check one Requisition:

[/ ReqBudget Check

Run Comtrolll:  REQ_BCM

Process Request

T Once
= Always
" Don't Run

Request Number:

‘Description:

Feporn Manader Process Maonitar

1
REGQUISITION PRE-ENCUMBRANCE

Req I

Feq Date:
Actg Date:
Fequester ID:
Crigin:

REQ Status:

‘Business Unit: I‘Jalue vI
I Walle - I

All

All

All

All

All

-

Business Unit: IIIIEIEIEIEI QL
Req I IDQDDDDDDTH ')

B Sa\.rejl 1 Return to Searchjl += Mexctin Lizt | |42 Previous in List:I ET Hotity :I

Click “Save”.
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Click “Run”. This pulls up the Process Scheduler Request Page:

Process Scheduler Request

User ID: LMARTIM Fun Control ID: REG_BCM

Server Name: PSLIM Run Date: |EITI 2212005 [#1)
Recurrence: | j Eun Time: |12:11:4an Resetto Current DatelTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format
¥ Camim. Cntrl. Budoet Processar FSPEBDF3 COBOL 500 (Hane) I(Nnne} 'I 5&%
Ol | Cancel

Click “OK”.

Click “Process Monitor”. Click Refresh until Run Status states Success:

Process List | Server List |

User I0: ILMARTIN L Type: | j Last: I 1 |Daﬁ,rs j Refresh I

Senser: | j MName: | 2l Instance: | o |

Status: I J Status I J
Process List 7 i First E 1 of 1 |I| Last
Select Instance Sedq. Process Type Process User Run Date Time Fun Status Distribution Details
S — Name - Status =
- 1197225 COBOL SQL FSPKBDP3 LMARTIN 07222005 12:11:40PM DT Success Fosted Details

Since the Requisition has been canceled at the Header level, you will not be able to view it from Maintain
Requisitions. You must go to Requisition Inquiry to review the information.

Navigation: Purchasing>Requisitions>Review Requisition Information>Requisitions
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After canceling the PO and Requisition, you should not have an outstanding encumbrance or pre-encumbrance.
Review the PO Accounting Entries and Req Accounting Entries as well as the Outstanding Orders CSV and
Outstanding Pre-Encumbrance reports for verification.

Navigation:

Purchasing>Purchasing Reports>Outstanding Orders CSV
Purchasing>Purchasing Reports>Qutstanding Pre-Encumbrances

Page 31 of 33



To Cancel a PO Where PO has been Received, but VVouchers have not been Processed:

If a line item has been received, cancel the receiver before canceling the entire PO or PO Lines.

Navigation:
Purchasing>Shipments>Maintain Receipts
Find an Existing Value, Enter Business Unit and Receipt Number.

To cancel a line on a receipt, select the line and click “Cancel Line”. To cancel the entire receipt, click “Cancel
Receipt”.

f Receiving
Business Unit: 09000 Receipt No: 0000000017 Receipt Status:  Received
. N =] w H
Receive Source:  Online \ Cancel Recelptl Cancel Ling |i % gl ¥ po Receipt
Receipt Lines Custarnize | Find [View A1 | B8 First [ 4 o 4 [ Last
Receipt lines | Reject and Inspect Y Optional Input
. i . Recwv . Device Stock
Sel Line hem Description Receipt Oty Uom Accept Oty Status Serial Track  UOM Inspect
W\1 02041308433 Adapters. computer cable Dh25f |2.Dnnn IEA 2, 2.0000 R | | EA QT
Goto: Select Purchase Order Header Details FO HDader Comments PO Ship Ta Comments
Insertnon PO line Receint Defaults PO Line Comment ESMOTE S [~
B Sa\.re:l 1 Return to Search) EIMatity :l £ Refresh J Eraad

If you click “Cancel Line”, you will receive the following message:

Canceling ltem cannot be reversed. Do you wish to continue? {10300,46)

Yes | Mo

If you click “Cancel Receipt”, you will receive the following message:

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,3.3)

YES | Mo |

Click “Yes”. Note: this action cannot be reversed.
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Click “Save”.

If the Receipt Line was canceled, the Receipt Status will remain “Received”, however, the Line Status will
show “X” — Canceled.

[ Receiing
Business Unit: 0snon Receipt No: 0000000015 Receipt Status: Received
Receive Source:  On-line Cancel Receiptl CanceILineI & B & \ ¥ PO Receipt

Receipt Lines Custornize | Find | Wiew Al | B First [1] 1af4 [¥] Last

Receipt lines | Reject and Inspect Y Optional Input

. . . Recv . Device Stock
Sel  Line kem Description Receipt UoM Accept Oty Status Serial Track  UOM Inspect
W 1 0725454 Telephone equiprment and piece 2.0000 EA kS = ] EA ]

X

If the Receipt was canceled, the Receipt Status will be “Canceled” and the Line Status will show “X” —
Canceled:

{ Receiing
Business Unit: 0agoa Receipt No: 0000000017 Receipt Status:  Canceled
Receive Source:  on-ling Cancel Receiptl CanceILinel & B & \ IZ PO Receipt

Cu ize i || First E 1of 1 E Last

Reject and Inspect Optional Input

. o . Recv . Device Stock
Sel ine tem Description Receipt UoM Accept Oty Status Serial Track  UOM Inspect
W 1 02041308433  Adapters computer cable Dh25/0 2.0000 EA = ] ] EA ]

R

Once the Receipt or Receipt Line has been canceled, continue to cancel PO or PO Line as instructed.
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