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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

Central Contracts - Al Purchase Orders -All ' Shopping Carts - Al |

» Search Criteria

| Shopping Cart Number | Shopping Cart Name | Item Number
|| amezss8t Test Team Shopging 1
[ 11623681 Test Team Shopping 2
| atezaset Test Team Shopping 3
E 11623675 Test Team Shopping 1
| 1162315 Test Team Shopping 2
|| mezers Test Team Shopping 3
| | a1ezaezs 4217 Medical Supplies 1
| mezsers 4217 Medical Supplies 2
| | 1162362 4217 Medical Supplies 3

View: [[Standard Vien] ~]| Create Shopping Cart  Copy | Display

Edit Delete | Order Create Confimation Print Preview | Refresh
Configurable tem Number | Item Name Status
EMT ALS Medical Cases  Saved
Rescue Blankets Saved
Emergency Stretcher Saved
EMT ALS Medical Cases  Approved
Rescue Blankets Approved
Emergency Stretcher Approved

EMT ALS Medical Cases
Rescue Blankets

Emergency Stretcher

Release Rejected
Release Rejected

Release Rejected

Export 4

Created On
03/18/2014 11:28:15
03/18/2014 11:28:16
03/18/2014 11:28:16
03/18/2014 09:56:16
03/18/2014 09:56:17
03/18/2014 09:56:17
03/06/2014 10:57:25
03/06/2014 11:04:50
03/06/2014 11:04:50

Quantity
20.000
150.000
20.000
20.000
150.000
20.000
20000
150.000
20.000

TERRRERRES

Net Value
7.200.00
2250.00
1,600.00
7.200.00
2260.00
1,600.00
7.200.00
2,250.00
1,600.00

Currency

Total Net Value
11,050.00
11.050.00
11.050.00
11,060.00
11.050.00
11,050.00
11.050.00
11,050.00
11.050.00

Curency

¥ &
Item Status D
Saved
Saved
Saved

In Purchaser's Worklist
In Purchaser's Worklist
In Purchaser's Worklist
Rejected
Rejected
Rejected

Last Refresh 04/01/2014 11:33:46 EST Refresh

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

| » Search Criteria |

7. To locate a Purchase Order:

a.  Enter your purchase order number in the Number field and select the APPLY

button

Search Criteria

Humber:

Purchase Order Name:

ltem Description:

Status:

Timeframe:

Creation Date:

Purchazing Organization:
Purchasing Group:

Supplier:

Requestor:

Preferred Supplier:

Goods Recipient:

Product Category:

Including Product Category Hierarchy:
Product ID:

Supplier Product Number:
Account Assignment Category:
Account Assignment Valus:
Delivery Date:

Company:

Contract Number:

Location:

Requirement Number:

Only with Change Version:

Smart Number:

=] (4300403767
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b. The system will display your Purchase Order

c. Select the document number

cipient  Print Previe | Refresh Export 4

Central Contracts - All Purchaze Orders - All Shopping Carts - All
v Search Criteria
".-'iew:|[E-tﬂl1dﬂrd Wiew] "'| | Create Purchase Order Create Reference Co Disy Edit Deletd

5 umber Purchase Order Name ftem Number tem Hame Status
|_-| 4300403767 Test Cancellation/Reversal CA 1 Test Chair Ordered
8. When the document displays, select the EDIT button
Display Purchase Order
Edit || [ Print Preview | | | [ check |[ Close |[ Copy |[ Complete || Delete |[ Related Links 4
Purchase Order Humber 4200403767 Purchase Order Type Standard PO Status Ordered D
Overview Header © Hemz |  MNotes and Attachmentz |  Approval | Tracking
General Header Data Mote to Sug
Smart Mumber: | Test Cancellation/Reversal CA
[] Smart Humber is External
Purchase Order Number: |4300403767 o] |

PO Mame: |Test Cancellation/Reversal CA

Supplier: * | 164569 THE HOM COMPANY LLC
Requester: * | 703389 Cynthia Anderson
Recipient: | 703389 Cwnthia Anderson
Location: |[3013753 DS Bureau of Procurement
Ship-To Address: |1 EXEC BRAMCH

Purchasing Organization: * |COP& Purchasing Organization

O P

| I
| I
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9. When the EDIT button is selected, the CANCEL button is then activated

Change Purchase Order
[ Order |[ Save | | [ Print Preview | | [ check |[ Close i Can::ell Related Links 4
Purchase Order Number 4300403787 (Change Version} Purchase Order Type Standard PO

/ﬁ/ He&deri 'lem;i N-utesanl:lm‘tamnﬁntsi A;rprwa1| Tracking |

General Header Data

Smart Number: | Test Cancellation/Reversal CA |

[ Smart Mumber is External

Purchase Order Number: | 4300403767 |

PO Name: |Tes.t Cancellation/Reversal CA |

Supplier: * | 164569 | THE HON COMPANY LLC

Beguester-* 703320 [l Cynthiz Andersnn

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

Add Internal Note

Internal Maote:

PO Cancelled az program area determined it no longer bad a
need far the items. 41014 u:a|

11. Select the CANCEL button

Change Purchase Order
[ Order || Save | | [ Print Preview | | [ Check |mllﬂl Related Links
Purchase Order Number 4300403767 (Change Version) Purchase Order T)I
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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)

Are you sure you wwant to cancel

I o the purchase order?

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. Ifthe PO is cancelled, the cancelled checkbox will be marked on the General

Data sub-tab in the Item Details

Display Purchase Order
| [Print Preview | | | [check ][ Close ][ Show my Tasks |[ Related Links 4

/8, Output at 20140410155018

Line 1: Folk exist; you cannot change prici 4
Purchase Order Number 4300403767 (Change Version)  Purchase Order Type Standard PO Status Awaiiing Approval  Document Date 04/10/2014  Total Value (Gross) 0.00 USD  Smart Humber Supplier THE HON COMPANY LLC
Overview ¢ Header Items Notes and Attachments | Approval | Tracking
¥ iem Overview =l
Details |[ Add fe Co Paste |[ Duplicate |[ Delete deiete | ||| Propose Sources of Suj /dd Condition .« || Remove Condition « |[ Exercise Option | | [ Process All tems Filter Settings.
7| Line Number | Deleted | tem Type | kem Number | ProductD | Description | Product Category | Quantiy | Unt | Gross Price | Currency | Per | NetPrice | Option Type | Order Type | Condiion | Option Status | Defivery Date | Account Assignment Type | Account Assignment Number
.1 A Waterial 1 TestChair 56101500 50.000 EA 750.00 USD 1 75000

09/25/2014  Cost Center 1577140000

Total Value (Net) | 0.00 | USD
Total Tax | 0.00 | USD

Total Value (Gross) | 0.00 | USD
I
| e —————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

Details for item 1 Test Chair

" GeneralData | Frices and Condtions Account Assignment Notes and Attachments Approval Preview Related Documents Extended PO History Payment
~ Basic O
Identification Currency, Values and Pricing
Htem Number: [1 Quantity / Unt; s0000/[EA | ( 0] EA is equivalent to: 0 )
tem Type: |Material Gross Price / Per: 750.00) USD 1/EA
Product ID: Net Value: 37,500.00| USD
Description: [Test Chair Net Price: TEED
Product Category: (55101500 FURNTURE Tax Code / Amount: [112A/P Sales Tax, exempt 0.00| usD
Gy Service and Delivery
4400008412 | [1 Show Contract Delivery Date: (091252014
Further Properties Underdelivery/Overdeivery Tokerance: 0.00] %/ 0.00] %
Supplier Product Number.

Storage Location:
Status and Statistics
Reason Code:

ltem Deleted: |Yes

l0SE0Ut Status: |

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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