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THE FOLLOWING CHANGES WILL OCCUR AS A RESULT OF CANCELLING A PO THAT HAS 
ALREADY BEEN PRINTED.   (These procedures are for cancelling an entire purchase order only.   Do 
not attempt to perform these procedures for a PO that has been partially received).  
NOTE: THE VENDOR MUST BE CONTACTED AND AGREE TO THE PO BEING CANCELLED 
PRIOR TO THE PO BEING CANCELLED IN THE SUNPAC PURCHASING SYSTEM. 

CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER

1.   Type “6” and press “enter”



CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER

2.   Type the “PO Number” and press “enter”



CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER
3.   Verify that the correct PO # and Vendor is shown on the screen to be cancelled.



CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER
4.   Hold the “Shift Key” and press “F4 key” to cancel the PO  ( “Shift” + “F4 Key” = F16 Key)



CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER
5.   Verify that the PO Status states “Canceled”
6.   Hold the “Shift Key” and press “F8 Key” to Update   ( “Shift” + “F8 Key” = F20 Key)
7.   Type “Y” to the question “ Are You Ready To Update Your Changes?” and press “enter”
8.   Verify that “Enter Transaction Date:” shows the current date and press “enter”



CANCEL PURCHASE ORDERCANCEL PURCHASE ORDER
NON-REGISTERED E-PROCUREMENT VENDOR
1.  The screen will show the popup message “You have made changes to a previously printed PO.  Would you like 

for this PO to get reprinted the next time the Print POs option is executed?” Change the “Y” to “N” and press 
“enter” as you do not need a copy of the cancelled PO.   

2.   Document the following information on the hard copy of your PO: Date, reason for cancelling PO, and the person 
you talked with about cancelling the order. 

REGISTERED E-PROCUREMENT VENDOR
1.  The screen will show the popup message “You have made significant changes to a previously 

printed PO.  Since this PO was issued to a registered vendor, it will be reprinted automatically the 
next time the Print POs option is executed.” Press “enter” to continue. 

2.  The registered vendor will automatically receive the “Cancelled Order” notice via the Statewide 
E-Procurement System .

3.  Document the following information on the hard copy of your PO: Date, reason for cancelling PO, and the person 
you talked with about cancelling the order. 

NOTE: AFTER YOU HAVE COMPLETELY CANCELLED A PO,  PRESS THE “F3 KEY” TO EXIT THE  
CANCEL/UNCANCEL OPTION.  


