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Process Steps
[bookmark: _Toc367706890]Issues have occurred when Purchase Orders created from Strategic Sourcing Events and ePro Requisitions have been cancelled. If there has not been any activity against the purchase order(s), they can be cancelled, but before canceling, the user must determine:
1. if the associated requisition has been liquidated (a pre-encumbrance balance of $0.00) and
2. if the Strategic Sourcing Event should be re-awarded, and 
3. if the ePro Requisition will be re-sourced after the PO is cancelled.
If the Purchase Order has been “Finalized”, in order to release the pre-encumbrance, the “Finalize” should be reversed before cancelling the PO. Reversing the “Finalize” on the PO will put the pre-encumbrance back on the Requisition and allow the documents to be re-sourced.
Note: If there has been any activity against the PO (Receipt or Voucher), the PO cannot be cancelled. Contact the SWIFT Helpdesk for assistance.
To find out if the requisition has been liquidated, look at the Commitment Control Close Flag on the Requisition Schedule and Distribution page under Manage Requisitions. If the Commitment Control Close Flag box is checked, the requisition has been finalized, the balance fields should be $0.00 when the box is checked. The example below has not been finalized.
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Step 1: If applicable, complete the following steps to reverse the Finalize
Begin by navigating to the Add/Update PO page for the PO.
1. Navigate Links: Purchasing, Purchase Orders, Add/Update POs. 
2. Search for and select the PO. The Maintain Purchase Order page displays.
3. Select the Undo Finalize ([image: ]) button.
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4. Click “Yes” in the message that displays. The Budget Status will be updated to “Not Checked”.
5. Budget check the PO.
6. Click the Red X to Cancel the PO.
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Note: If there has been any activity against the PO (Receipt or Voucher), the PO cannot be cancelled. Contact the SWIFT Helpdesk for assistance.
7. If the Purchase Order is associated with a Requisition (or Event that is based on a Requisition), the following message will display and the selected option will determine how the system will handle the Requisition quantities:
Option 1: The defaulted value is “No, Do Not Re-Source Reqs”. This option will:
· Keep the Strategic Sourcing Event at a status of Awarded and the event cannot be reused. 
· The ePro Requisition status shows PO(s) Canceled and cannot be used again.
· The pre-encumbrance balance on the Requisition cannot be liquidated.  
· End users cannot release the pre-encumbered funds to be reused without assistance from SWIFT staff.
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Option 2: If the value is changed to Yes, Re-Source all Reqs, this option will:
· Set the Strategic Sourcing Event status back Pending Award. 
· Events in Pending Award status can either be awarded to another vendor or cancelled.
· The Requisition pre-encumbrance balance is restored to the original amount.
· If the Strategic Sourcing Event is cancelled, the Requisition can also be cancelled to release the pre-encumbered funds. 
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Option 3: If the value is changed to Specify Reqs to Resource, this option will (use this option when multiple Requisitions were used on the PO and not all of them should be re-sourced):
· Allow for selection of specific requisition that should be re-sourced.
· Same options as the Yes, Re-Source all Reqs option.
8. After selecting the appropriate option, click on the Continue button. You will receive the below message indicating that the cancelation was successful.
[image: ]
Note: when cancelling a Purchase Order sourced from a Strategic Sourcing Event that does not use an ePro Requisition, the system will not prompt for the option to re-source Requisitions since there is no Requisition associated with the Event/PO.
Cancelling the PO updates the Status on the Strategic Sourcing Event from “Awarded” to “Pending Award”, so the event can either be awarded again or be cancelled.
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