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Canceling an SRM Purchase Order 
 
 
If it is determined that your Agency/Office no longer requires the material or service order on a 
Purchase Order, follow the steps provided in this document. 
 
1. If the Purchase Order was issued, contact the Supplier to cancel the order 
 
2. Prepare and forward to the Supplier a cease and desist letter 
 
3. Log into SRM 
 
4. From the left navigation pane, select Purchasing  
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5. The Personal Object Worklist will display 
 

 
 
6. Select the SEARCH CRITERIA button to expand the criteria section 
 

 
 
7. To locate a Purchase Order: 
 

a. Enter your purchase order number in the Number field and select the APPLY 
button 
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b. The system will display your Purchase Order  
 
c. Select the document number   

 

 
 

8. When the document displays, select the EDIT button 
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9. When the EDIT button is selected, the CANCEL button is then activated 
 

 
 

10. Prior to selecting the CANCEL button you should enter the justification for cancelling the 
Purchase order in the Internal Note 
 

a. Select the OK button 
 

 
 

11. Select the CANCEL button 
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12. A message will display asking, “Are you sure you want to cancel the purchase order?”  

 
a. Select the OK button if you are sure you want to cancel the PO (select CANCEL, if 

you do not) 
 

 
 

13. Your PO will display with no value and show the line items as deleted 
a. You will still have the ability to select the EDIT button, however your PO will not 

be editable 
b. If the PO is cancelled, the cancelled checkbox will be marked on the General 

Data sub-tab in the Item Details 
 

 
 

14. In the Core SAP R/3 system, the item will show as deleted 
a. The PO will be liquidated in the A/C Commitment  
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