Ci QUICK REFERENCE SHEET FINANCE ONE

PURCHASING

PURCHASE ORDER CANCEL

CurtinZ

University of Technology

Objective: To cancel a Purchase Order.

You must first have the appropriate role assigned that allows transaction entry for Purchase
Requisitions and Purchase Orders.

Click on the Purchase Orders tab.

This will activate the
Released Purchase
Orders screen.

In this screen you can
specify the order to be
cancelled, or you can
use the search criteria
options to find the
order.

Purchase Reguisitions

Purchase Orders |*. Purchase Order Detail Enguiry

Tao find an arder, enter the Location and Purchaze Order Murmber

Lacatian: Order Murnber:

Enter search crtena and retneve Purchaze Orders

? Search:

Location | (= L .I:LlT
Suppiier M ame W | |like L

.Fi equisitinn Uzer Mame | |[= b .2.35.021 E

Use the Location picklist to specify the location where the

order originated.
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To find an order, enter the Location and Purchaz

Location: |

@ Crder

Further reference material can be found at -
1 http://finance.curtin.edu.au/financeone/index.cfm
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On the resulting screen, click on the
applicable location. e.g. CUT for Curtin.

\E"\ Search:
Location | Description I arration F
b $DEF Default Location D efault Location
[ CUT Curtin Univerzity ] Curtin Uriverzity of Technology
GLUC Gerdion Uni Centre Gerldton Uni Centre
LI Minor Mew Workz Minor Mew Work 2

In the first drop-down of the available search boxes, select Supplier

ey

Name as the criteria on which to perform an order search. W24 Search:
Supplier Mame W
.Y
Order Humnber [
In the second drop-down, select “like” as the criteria. e 3
-
zounds

In the third drop-down, type the beginning of the supplier name, e.g. TECH, to search for suppliers
names that begin with “tech”.

E\ Search; | Retiieve

Supplier Hame w | |like w [TEI:H ]

A\

Then click on retrieve to retrieve a listing of orders that match these criteria

The resulting screen shows a listing of orders that match the search criteria.

. Y

Location H[ﬂ_ﬁéer Supplier Name ﬂf?&ﬁgi Hecmﬁiﬁgi Status Stage Sub Location Drdl_?rr_l?tg {
cut 1010P023. TECHMWIC PTY LTD 3.200.05 0.00 QOrder Order to Receive 1010 1.0000 {
CutT 5130P047. TECH FaB 3,000.00 0.00 Order Order to Recerve 5130 000000

p CUT 52D2PDF"EI...] TECH RENTALS 19260 0.00 QOrder Order to Receive 5202 0.0000 )
cut 5202P101.. TECHWICAL IRRIG.  20,000.00 0.00 Order Order to Recerve 5202 0.0000 )
cut 5202P140. TECHWICAL IRRIG.  59.499.00 0.00 QOrder Order to Receive 5202 Qoooa
L S S S SR O S AN S NS S S S S T W AN L S S R SR N L W N S N e e e S S A e

Select the applicable order that is to be cancelled by clicking in the row selector of the Order
Number.

Further reference material can be found at -
Last updated 01/08/2007 2 http://finance.curtin.edu.au/financeone/index.cfm
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In the Task Pane, click on Cancel Order.

This will activate a screen displaying all the order information.

Actions to Perform (%)

'g\/ Receive Goods
[# Amend Order

':x_ Cancel Qrder

Order Header

Supplier Account:
Supplier Mame:

Order Camments:

The Task Pane continues to display the Cancel action.

Location: |CUT

AN TECHREMT.OO
TECH REMTALS

REL REF 54426
RE20100003M 71410

WYVEYVYWY VWYV YWYWWWNY SN 0N

Qrder Humber: | B202P0700 ‘\
r

S

¥ 4

"

Sublocstiors  [B202 4
Default Due D ate: EEI.-"EIE'-.-"EDDI':{
Reference: 54426 l
. "4
Supplier Ref: s
{

T

Actions to Perform

o5 Cancel

Click on Cancel to proceed with cancellation of this order.

You will be prompted with a dialogue box advising you
that this will cancel the order, and asking if you want to
continue with the cancellation.

Click Yes to continue.

Technologyflne Enterprise Suite |z|

\]:-:) Order 'S202P0700/0" will be cancelled.

Do ol wish bo conkinue?

I Yes ] [ Mo ]

0

The order has now been cancelled.
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Further reference material can be found at -
http://finance.curtin.edu.au/financeone/index.cfm




