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[bookmark: _GoBack]Amending a Purchase Order to Delete Line(s) 1.0
Supplemental Job Aid

Date: 07/25/2016

Target Audience: Department PO Buyer

Purpose: This Supplemental Job Aid provides users with the instructions to correctly amend a purchase order according to the Department of General Services, State Contracting Manual, Volume FI$Cal. This will explain how to either delete or cancel an entire line to reflect it as a negative in a FI$Cal purchase order. Simultaneously, it will correct the State Contract & Procurement Registration System (SCPRS) entry.

In addition, if a change is made to a price or quantity, it is important that the user enters the description of the change in the Line Comments. This job aid will not discuss how to change the price or quantity of the line.

Reference: PO122- Processing Purchase Orders, Creating a Change Order for a PO
Creating a Change Order
Reference: State Contracting Manual, Volume FI$Cal, Chapter 9 – Post Award Activities
State Contracting Manual, Volume FI$Cal (SCM-F)

Amending a Purchase Order to Delete Line(s)

In this example, the user will be provided instructions on how to delete or cancel a line in a purchase order with a Dispatched status prior to the receipt transaction. The buyer should convey the importance of inspecting the goods to the users receiving the goods.
It is important that an amendment be performed prior to performing a receipt transaction.

Note: Ensure the receiving staff are aware that they need to contact the buyer immediately if there is an issue with the goods delivered.

Deleting a Line price to reflect the negative dollar
Step 1: Navigate to the Add/Update POs page: Main Menu > Purchasing > Purchase Orders > Add/Update POs.



In the purchase order page, perform a Change Order to delete a line by clicking the Change Order Icon at the top of the page.

[image: ]




Step 2: Click the Plus Icon on the line that is to be deleted. A message box displays at the top left of the page. Click the OK button. A new row is now added.
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Step 3: Enter the same information as the line that is to be cancelled with a notation of cancel. Do not enter price information at this point.
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Step 4: Click the Schedules Icon.
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Step 5: In the Schedules page, click the Price Adjustment icon.
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Step 6: In the Price Adjustments for Schedule 1, enter the negative dollar unit price amount. Click the OK button.
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Step 7: Click the Return to Main Page hyperlink.


Step 8: Click the Lines Comments bubble of the line that is being deleted.
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Step 9: In the PO Line Comments page, Comments Field, enter instructions to the supplier the reason for the purchase order amendment. Click the Send to Supplier checkbox.
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Step 10: Click the OK button.




Step 11: Repeat steps to enter line comments for the negative dollar line by clicking the line comments icon.

[image: ]





Step 12: In the comments field, reference the line that is being cancelled.
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Step 13: Click the Ok button to return to the Maintain Purchase Order page.




Step 14: Click the Save button. The negative line shifts to the bottom of the page. This is why you will reference which line is cancelled in the Line Comments.
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Step 15: Click the View Printable Version hyperlink, in the message box, click the No button. The purchase order displays the negative line at the bottom with instructions to the supplier that the line will be deleted and not to duplicate the order.
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Cancelling a Line
This is an alternative way to delete a line.
In the purchase order page, click the Change Order icon at the top of the page.
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1: In the line that is to be cancelled, click the Status tab, then click the Cancel Icon.
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2: Click the Yes button in the Message box.
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3: Click the Details tab then click the Lines Comments bubble icon of the line that is being deleted.




4: In the PO Line Comments page, Comments Field, enter instructions to the supplier the reason for the purchase order amendment. Click the Send to Supplier checkbox.
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5: Click the OK button


6: Click the Save button. Click the View Printable Version, in the message box, click the No button. The purchase order displays the cancelled line with the instructions to the supplier of how the purchase order has been amended not to duplicate the order. The Schedule and Item Total displays a zero dollar amount.
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