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Cancel a Purchase Order 
There are times where you want to cancel all or part of 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. You 
can cancel an existing purchase order or purchase order line. This guide provides the steps to cancel a purchase 
order.  

Cancel Purchase Order Error Message 

SWIFT will prevent the cancellation of purchase orders that have been associated with a receipt or voucher. You 
will get an error message. SWIFT will provide information about the reason for the error. Select Return to Main 
Page link to return to the purchase order.  

 

Steps to Cancel a Purchase Order 

Step 1: Locate the purchase order. 

1. Navigate to the Purchase Order page.  

Navigation Options Navigation Path  

Navigation Collection Procurement, Purchasing, Purchase Order, Purchase Order page defaults 

WorkCenter Procurement, Purchasing, Buyer WorkCenter. Left menu Links, Add/Update POs, 
Purchase Order page. 
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2. On the Purchase Order page, select the Find an Existing Value button.  
a. In the Find an Existing Value page, enter search items such the Business Unit and PO ID. Select 

the Search button at the bottom of the page. 

 

b. On the Search Results section, select the PO ID for the desired purchase order.  

 

Step 2: Review the purchase order. 

SWIFT displays the Maintain Purchase Order page for the selected purchase order. 

1. Check the Status of the purchase order. The PO Status is “Dispatched.” 
2. Review the purchase order to see if your agency vouchered and receipted against it. Select the Activity 

Summary hyperlink. 
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3. SWIFT opens the Activity Summary page in a separate window for that purchase order. If there is no 
activity on the header, you can cancel this purchase order. Close the window when you’re done. 

 

Step 3: Cancel the purchase order. 

1. On the header of the purchase order, select the Cancel PO icon, which is a red “X.” 

 

2. SWIFT displays a message. It will not allow further changes to a purchase order once cancelled. Select 
“Yes.” 

 

Step 4: Budget check the purchase order. 

IMPORTANT! Always run the budget check process when canceling purchase orders. 
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1. SWIFT displays the Cancel Purchase Order page. The Office of State Procurement recommends that you 
budget check it immediately. Select the Budget Check button.  

 

2. As an option, check the PO Status of the purchase order to see if it is cancelled.  
a. SWIFT displays the Purchase Order page. The PO ID does not appear on it.  
b. To check the PO Status of the purchase order, open the PO Inquiry option on the left menu and 

select “Purchase Orders.” Then, enter the PO ID and select Search at the bottom of the page. 

 

3. The PO Status is pending cancelation. SWIFT will complete the cancelation during the nightly batch 
process. 
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