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Update an Individual Purchase Order  
There are times where you can update an existing purchase order.  The process to update the purchase order 
depends upon its status and the type of update.   You may be able to cancel all or part of it.  Or, you may need to 
use a change order for a dispatched purchase order. 

This guide provides an overview of the types of updates for existing purchase orders that do not reference a 
contract or a requisition.   This guide also lists the process steps to use a change order, cancel an entire purchase 
order or cancel a purchase order line. 
• For Updating POs with Requisitions:  If there is a requisition attached to the purchase order, review the 

reference guides on ePro: http://mn.gov/mmb/accounting/swift/training-support/reference-
guides/purchasingqrg.jsp 

• For Update POs with Contracts:  If there is a contract attached to the purchase order, review reference 
guides on supplier contracts.   http://mn.gov/mmb/accounting/swift/training-support/reference-guides/supplier-
contract.jsp 

 
Types of Updates for Existing Purchase Orders 

1. Change Orders 

Change orders are available for purchase orders that have been previously dispatched, received and vouchered 
against.   Change orders are modifications of the specifications of a purchase order.  A change order is created 
when a material change is made to a previously dispatched purchase order. Material changes are those that 
impact the vendor (e.g., price, quantity, item and description). 
 
Limitations to changes of a purchase order once it has been dispatched: 

• Vendor:  Cannot be changed unless there are no payments or receipts against it 
• Vendor Location:  Can be changed 
• Document Type:  Cannot be changed 
• Quantity:  If the purchase order has been partially or fully received, the quantity cannot be reduced below 

the received quantity. 
 

2. Cancellations: 

Cancelling a purchase order or a purchase order line is possible for a dispatched purchase order only if it has not 
been received or vouchered against.   This update is possible for non-material changes to an existing purchase 
order if the items do not impact a vendor (e.g., ChartField or accounting information).  Once a purchase order or 
line has been cancelled, it cannot be reversed. 

The status of the purchase order impacts the type of update available within SWIFT. 
 

Status of Purchase Order Type of Update  

Dispatched to Vendor, Received, Vouchered,  a 
Material Purchase 

Use a Change Order 

Dispatched but Not Received, Vouchered Cancel the Purchase Order or Line 

1 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

http://mn.gov/mmb/accounting/swift/training-support/reference-guides/purchasingqrg.jsp
http://mn.gov/mmb/accounting/swift/training-support/reference-guides/purchasingqrg.jsp
http://mn.gov/mmb/accounting/swift/training-support/reference-guides/supplier-contract.jsp
http://mn.gov/mmb/accounting/swift/training-support/reference-guides/supplier-contract.jsp


 

Process Steps to Update a Purchase Order using a Change Order 

Navigation:  Purchasing, Purchase Orders, Add/Update, Find an Existing Value 

Step 1:  Search for and select the applicable purchase order. 

Access the Change Order icon at the Header or at the Line. 

• At the Header, click the Change Order icon.  Click Yes to create a Change Order. 

 

NOTE:  The Change Order icon does not appear if the purchase order has not been dispatched.  

• On the Line, scroll to the Line section, click on the Line Details icon for the line to update. 

 

• On the Detail for Line page, click the Create Line Change icon.   

 
 

Step 2:  Update the purchase order.   

After you have updated the purchase order or line(s), click the Save button. 
• The purchase order is saved with the updates. 
• The Budget Status is “Not Chk’d” 
• The PO Status is “Open” 

 

Step 3: Process the updated purchase order.   

• Click the Approve icon. 
• After it is approved, click the Budget Check button. 
• When successfully completed the purchase order is ready to be dispatched.  Select or validate the 

Dispatch Method.  Click the OK button. 
• Click Yes to wait for the dispatch process to completed or click No to run the dispatch process and 

continue working. 
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Process Steps to Update an entire Purchase Order Using Cancellation  

Step 1:  Search for and select the applicable purchase order. 

• Navigation:  Purchasing, Purchase Orders, Add/Update, Find an Existing Value 

Step 2:   Make sure that the purchase order can be cancelled.   

Look at these fields: 
• PO Status is “Dispatched.” 
• Receipt Status is “Not Rec’vd”.  
• Contract tab does not display a contract. 
• Encumbrance Balance should be equal to the Total Amount.   

 

• Click on the Activity Summary link to see if there are any vouchers attached to it.  On the Invoice Tab, 
view the Amt Invoiced field.  It should be “0.000”. 

 

Step 3:  Prepare to cancel the purchase order. 

• Change the Dispatch Method to “Phone” or “Print” before cancelling if needed.   

Once a purchase order is cancelled, it will automatically be re-dispatched to the vendor.  If it should not be sent to 
the vendor, change the Dispatch Method. 
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• Click on the Add Comments link to provide the reason for the cancellation before the cancellation is 
completed. Determine who to show it to and/or it send to by clicking the appropriate check box. Click OK. 

• Click the Cancel PO button (e.g., red X). 

 

SWIFT displays a message.  It will not allow further changes to a purchase order once cancelled.  Click Yes. 

 

Step 4:  Process the updated purchase order. 

• SWIFT displays the Cancel Purchase Order page.  The purchase order has a “Pending Cancel” status.   
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• Click the Budget Check button.   This allows the release of an encumbrance for this purchase order. If 
you click OK, SWIFT will automatically run the budget check process during its regularly scheduled 
process run.   ALWAYS run the budget check.   

 

• Check to ensure the purchase order was cancelled. 

SWIFT returns you to the Find an Existing Value page.  Enter the PO ID to see if the purchase order was 
cancelled.  No matching values should be found.   Your purchase order will be cancelled. It will remain in a 
“Pending/Cancel” status until it is processed completely in the overnight batch processing.  

Process Steps to Update a Purchase Order Line Using Cancellation  

Follow the process steps 1 and 2 outlined above: Update an Entire Purchase Order using Cancellation.   

Step 1:  Search for and select the applicable purchase order. 
• Navigation:  Purchasing, Purchase Orders, Add/Update, Find an Existing Value 

Step 2: Make sure that the purchase order can be cancelled. 

Step 3:  Prepare to cancel the purchase order line.   

• In the Lines section, click the Line Details button of the line to cancel.  

 

• Click the Cancel Line (red X) button. 

 

• Respond to the message.  Click Yes or No. 

 

Step 4:  Process the updated purchase order.   

You need to save, approve, budget check and dispatch the purchase order.   Follow the process steps 4 outlined 
above:  Update an Entire Purchase Order using Cancellation.   
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