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Cancelling or changing a PO that has been fully receipted 

 
 
 

Select the Y our R equest tab followed by T o R eceive. Enter the PO number in the search box and 
click search. The order is displayed and shows a status of R eceived. 

Select the E dit button. 

 

 

 

You are taken to another screen, where you need to select the R eopen Order button. This will turn 
blue. 

 

 

 

Click the E xit button. 
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You are returned back to the T o R eceive tab, where you can now E dit the goods receipt, and reverse 
it by entering the total quantity previously receipted as a minus figure i.e. quantity of 10 was 
receipted so -10 is entered. 

 

Click the S ubmit button to reverse the goods receipt. Click Ok to the pop-up box, then navigate back 
to the All tab. 
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You will see the order is now showing as Ordered. Select the PR number. 

 

 

 

 

 

 

 

Here you will now have the option to select the C hange reques t or C ancel request button, 
depending on your required action. 

 

 

 

Note: If the C ancel request button is not active, this is likely due to the PO having been invoiced by 
the supplier. If this is the case, then you will need to contact AP. 

If you require to change the order (perhaps the price is incorrect), then you may not be required to 
reverse the goods receipt. This is only required if you need to cancel the order or if you receipted the 
wrong order or for an incorrect quantity. 

 

 

 

 

 


