                             Quick Reference Guide

	How to – Cancel a Line on a Purchase Order



iShop UTRGV allows users to cancel lines that have never been paid on PO’s.
Common reasons for cancelling PO lines include incorrect items not received or needed. Once a PO line is cancelled, it cannot be re-instated.  Please review the invoice tab and make changes only if no invoice is included.  If invoices are included, the PO change should not be submitted because the system will place the PO in error. Questions can be emailed to: ishop@utrgv.edu

[bookmark: _Hlk25668715]
1. Set the Document Search to show “ALL”.   Enter the PO# in the Quick Search Bar and select the PO number.  See sample below. 
                [image: ]
2. Please review the invoice tab and make changes only if no invoice is included.  If invoices are included, the PO change should not be submitted because the system will place the PO in error. 

[image: ]


3. Click on Purchase Order and Select Create Change Request.  
[image: ]
4. Select the employee that you would like to notify about this change.  Enter the description for the change.  See sample below.  Click on Create Change Request.  
[image: ]
5. Click on the pencil image.         
[image: ]

6. The Resend to ERP System should indicate “True” at all times.  Select PO export.   Scroll down to the line detail to enter the change.
[image: ]
7. Scroll down to the lines section.  Select the line you want to cancel.  Click on the arrow above and select on Cancel Selected Items.  See sample below. 
[image: ]
8. Enter the note or reason to cancel the line. Click OK. 
[image: ]
9. The [image: ]icon is displayed on canceled lines.[image: ]
10. Scroll up to the top of the page and Click Submit Request.  The Draft section will reflect the new subtotal. 
[image: ]
11. Change request submitted notification will be displayed.  Note this shows the Change Request number.  Click on Approval Status to see who needs to approve.  You can send an e-mail to the approver to expedite the approval process.
[image: ]
12. This is the workflow.  The Cost Center/Project manager’s approval is required for this type of change orders.  Click on “View approvers” to see who needs to approve. If the PO is higher than $15K, it will route to Procurement for buyer’s approval.  The system will update the PO with the requested changes when the workflow approval is completed. 

[image: ]
For questions, please send an e-mail to Esmeralda Rios at esmeralda.rios@utrgv.edu or to iShop@utrgv.edu. 
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Purchase Order ~ : T000001914

Status  Summay  Revisions @  Shpments  ChangeRequests @) Receipts @ Comments @ Attachments  History

General Information

PO/Reference No. T000001914
Revision No. 1

Supplier Name SPRINT PCS
Purchase Order Date 9/23/2020

Total 25000

Owner Name Ms. Ayla Celeste Ortiz
Owner Phone +1956-665-2692

Owner Email ayla ortiz@utrgv.edu
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Create Change Request

“This will create a change request for this purchase order.If you select a user they will
receive an emailindicating that a change request has been created for this purchase
order.

Email notification(s)

O Mr. Elvin Salinas Flores (Prepared for) <elvin flores01@utrgv.edu>
O Ms. Marilu Reyes (Prepared by, Approved Requisition)
<marilu.reyes@utrgv.edu>

add email recipient.

User with change request permission:
O Blanca Luna (Approved) <blancaluna@utrgv.edu>
O Gabriela Cazares (Approved) <gabriela.cazares0] @utrgv.edu>
O Jessica Cavazos (Approved) <jessica.cavazos@utrgv.edu>
O Laura Juarez (Approved) <laurajuarez@utrg.edu>
O Linda Mares (Approved) <lindamares@utrgv.edu>
add emal recipient

969 characters remaining

Attach file to this change request (optional):

Attachment Type
File Choose File | No file chosen

q Create Change Request [l el
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