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Reversing a Cancelled Purchase Order 

 

This procedure would be used if a purchaser accidently selected the CANCEL button on a 

Purchase Order (PO) causing the PO not to be editable.  Hence, not allowing Goods Receipts or 

Invoices to Posted to it.  To correct this, follow the instructions provided in this document. 

1. Locate your PO in the Personal Object Worklist (POWL)  
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2. When the results display, select the PO number to display the document 

 

3. When the document displays, select the EDIT button 

 

4. Select the REVERSE button to reverse the cancellation 
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5. A message will display asking, “Are you sure you want to reverse the purchase order?” 

a. Select the OK button (select cancel if you do not want to reverse) 

 

6. You will notice the deletion mark will disappear from the line item 

 

7. You will also notice that the checkmark will no longer be in the Cancelled box on the 

General Data sub-tab in the Item Details 
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8. Your document should now be back to normal and be able to be edited.   

9. Be aware that your document may need to go through an approval process again due to 

funds having to be re-encumbered.   

a. When the PO is cancelled, the funds are liquidated.  Now the funds are being put 

back on the PO, so it will have to be approved again. 


