Canceling Purchase Orders

POs should only be canceled if no products or services were received.  If products and services were received and paid for, the PO should be closed instead.

The PO will only be available for cancellation if no vouchers have been created against it and any receipts entered have been canceled.  All documents tied to a specific PO can be located through Purchasing>Purchase Orders>Review PO Information>Document Status.  

· Initiate the cancel process with the Cancel (red X) icon on the PO or through the reconciliation workbench.  The Cancel icon is the recommended process.  

If the PO has never been budget checked, you may receive a message indicating that the PO can’t be canceled because it hasn’t been budget checked.  If so, run the budget check and initiate the cancel again.

It’s really best to always indicate that you want to re-source the requisition lines.  If you want to use it again you can, but if not, it should be eligible for cancellation.

Once a PO cancellation has been initiated, you’ll not be able to access the document through Manage Purchase Orders.  Instead, it can viewed/monitored through Purchasing>Purchase Orders>Review PO Information>Document Status.  This page will also list all documents tied to a PO.  

· Run budget check to reverse the encumbrance amount.

If the PO had been dispatched, the PO status will change to Pending Cancel.  In this scenario, the Dispatch process must be run to complete the cancel, causing the PO status to flip to Canceled.  

· Run the Dispatch process through the reconciliation workbench or from Purchasing>Purchase Orders>Dispatch POs.

If using the latter method, be sure to uncheck all check boxes in the lower right section of the Dispatch run control.

· Close the PO now in Canceled status. 

Once the cancel is successful, close the PO through the Reconciliation Workbench (see Closing Purchase Orders).  If, after the PO is canceled, there is a remaining pre-encumbrance on the requisition, cancel, budget check, and close the requisition through the requisition Reconciliation Workbench.

