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1.0 Cancel and close Purchase Order: 

Procurement\Orders\Purchase Orders 

 

In order to cancel and close Purchase Order, 

there are several conditions that need to be 

done based on PO line status: 

i. Receipt status is open 

ii. Backorder purchase order line is 

open 

iii. Complete maintain receipt and print 

PIV 

 

 

1.1 CANCEL PURCHASE ORDER  

 

This step is done if the PO line hasn’t been 

maintained yet and receipt status is open. 

 

 

 

 

 

 

 

 

 

A. Open the Purchase Order to be cancel. Go 

to “Actions” tab above and select “Cancel”. 

 

 

 

 

 

 

 

 

 

B. Insert the change reason and type in the 

specified fields. 

 

C. Insert the change reason and type in the 

specified fields. 

 

D.  Click “Cancel”. 

 

 

 

 

 

 

 

 

 

The session shows that the Purchase Order 

has been cancelled. 
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1.2 CANCEL PURCHASE ORDER LINE 

AND CLOSE PO 

 

This step is done if the PO line has balance 

backorder. 

 

Open Purchase Order and check the status of 

the order line at “Monitor” tab. Balance 

backorder have status Awaiting Receipts – 

Warehouse or Purchase Receipt. 

 

 

 

 

 

E. Select the order line and click 

“References”. 

 

 

 

 

 

 

 

 

F. Next, select “Order Line Details”. 

 

 

 

 

 

 

 

 

 

 

G. Select the backorder line and click 

“Actions” 

 

 

 

 

 

 

 

H. Next, select “Cancel” 

 

 

 

 

 

 

 

 

 

 

I. Insert the change reason and type in the 

specified fields. Then click “Cancel”. 
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Now, the backorder line has been 

successfully cancelled. Save and close the 

session. 

 

 

 

 

 

 

 

J. The PO status is now “Modified”. Next, 

click “Approve”. 

 

 

 

 

 

 

 

 

 

 

K. Go to “Actions” and select “Process” in 

order to close the PO. 

 

 

 

 

 

 

 

 

L. Click the “Process” command button. 

 

 

 

 

 

 

 

 

M. Insert “D” and click “Continue”. 

 

 

 

 

 

 

 

 

 

 

 

The session shows that the Purchase Order 

has been successfully closed. 
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1.3 PRINT PURCHASE INVOICE AND 

PDPO : 

 

This step is done if the PO line is complete 

maintained. 

 

 

 

 

 

 

 

 

Open session “Print Purchase Invoices” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N. Insert 3-first free number in the “Invoice 

Series” field. 

 

O. Insert the “Purchase Order No” in the 

“Purchase Order” field. User may insert PO 

No by range if any. 

 

P. Next go to “Options” tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Q. Tick “Final Invoices” checkbox. 

 

R. Click “Print”. 
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S. Insert “D” in “Device”. 

 

T. Next, click “Continue”. 

 

 

 

 

 

 

 

 

 

 

U. Insert “D” in “Device” in order to print 

the PIV. 

 

V. Next, click “Continue”. 

 

 

 

 

 

 

 

 

The report shows the example of printed 

Purchase Invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

W. Next user need to run Process Delivered 

Purchase Order to close the PO. Go to 

“Actions” and select “Process”. 

 

 

 

 

 

 

 

 

 

X. Next, go “Actions” and select “Process”. 
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Y. Insert “D” in “Device” and “Continue”. 

 

 

 

 

 

 

 

 

 

 

 

Z. A message “Process Completed” appear 

at the bottom of the session once complete. 

Then, click “Close”. 

 

 

 

 

 

 

Now the Purchase Order has been closed 

successfully. 
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