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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 Vouchers 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 vouchers processed . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page   2 
 
-Cancel PO – PO has been dispatched, but not received or vouchers processed: 
 -Cancel all PO Lines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page   7 
 -Cancel selected PO Line(s) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   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 Vouchers processed (Activity Summary). 
 
 
Cancel the Direct PO by clicking on the Red X in the right hand corner of the PO Form page: 
 

 
 
The following message will appear: 
 

 
 
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”. 
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Another message appears: 

 
 
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.   
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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. 
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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 Vouchers processed (Activity Summary). 
 
 
Cancel all the PO Lines by clicking on the Red X in the right hand corner of the PO Form page: 
 

 
The following message will appear: 
 

 
 
Click Yes. 
 
 
You will receive the following message: 
 

 
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”. 
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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. 
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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): 
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Cancel the line by clicking the Red X at the top of the Line Details page: 
 

 
 
The following message will appear: 
 

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

 
Distribution  - PO Line 2 (line was canceled): 

 
 
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. 
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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: 
 

 
 
 
You will receive the following message: 
 

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

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

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

 
 



Page 19 of 33 

 
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. 

 
 
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. 
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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.    

 
 
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.) 
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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: 

 
 
You will receive the following message: 
 

 
 
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: 

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

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

 
 
 
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 Vouchers 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: 

 
 
The following message will appear: 

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

 
Click “Yes” to cancel all lines. 
 
The following message will appear: 

 
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”. 
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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. 
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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. 

 
 
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. 
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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.) 

 
 
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: 
 

 
 
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: 

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

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

 
 
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>Outstanding Pre-Encumbrances 
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To Cancel a PO Where PO has been Received, but Vouchers 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”. 
 

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

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

 
 
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. 

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

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


