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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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Number: 5| (4300403767

Purchase Order Name:
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Status:
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Purchasing Organization:
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2. When the results display, select the PO number to display the document

Central Contracts - All Purchase Orders - All ] Shopping Carts - All
r Search Criteria
Wigw: |[E-tﬂl'ldﬂrd Wiew] "’| | Create Purchase Order Create with Reference Col
Motify Recipient Print Preview | Refresh Export a
M5y | Purchase Order Number Purchase Order Name ftem Mumber
4300403757 Test Cancellation/Reversal CA 1

3. When the document displays, select the EDIT button

Display Purchase Order
| | [%] | [check ][ Close |[ complete ][ Delete || Related Links 4

Purchase Order Humber 4300403767 Purchase Order Type Standard PO Stay

Overview Header

b

tems Motes and Attachments | Approval [ T

General Header Data
Smart Mumber: | Test Cancellation/Reversal CA
[] Smart Mumber is External
Purchase Order Number: |4300403767

PO Mame: |Test Cancellation/Reversal CA

Supplier: * | 164569 THE HOMN COMPANY LLC
Requester: * | 703389 Cynthia Anderson

4. Select the REVERSE button to reverse the cancellation

Change Purchase Order

| Print Preview | | | Check || Close || Reverse || Related Links-4|

Purchase Order Humber 4300403757 (Change Version) Pur
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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)

Are you sure you want to reverse

o the purchase order?

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

| Details || Add tem . || Copy || Paste || Duplicate |

[ Details |[ Add tem . ][ Copy ][ Paste |[ Du

|_|.1 b Material

r||“:||L.l'I-EM.|nher | Deleted |lemT},rpe |'_|I_:||me.u'rhe.r| Deiﬂtﬂd|lemT},rpe|
Material §

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

H’mwl/m[)om l/Exmnda:IPOH

Identification

tem Type: | Material |

Product ID: | ]
Description; |[Test Chair ]
Product Category: FURNITURE
L
Contract / tem: [4400009412 |1 | show Contract

Further Properties
Supplier Product Number: |

Reason Code: I:l

‘Currency, Values and Pricing
Quantity /Unit: | 50.
Gross Price / Per: E
et Value: @
NetPrice: | T8l
Tax Code / Amount: |10:AP Sales Tax, ¢

Service and Delivery

Deiery Date oaz52014 |
Underdelvery/Overdsivery Tokrance: | 000 % |

Storage Location: I:l

Status and Statistics
ttem Deleted:

Closeout Status: [ |
Cancelled:

Status and Statistics

tem Deleted: [No |

Closeout Status: [ |
Cancelled: [ ]



Rev. 4/10/14

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.



