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Functional Area Purchasing 
Process Area  
Processes covered in this document 1.1.1 Cancel a Purchase Order 

1.1.2 Change a Purchase Order 
1.1.3 Re-dispatch 

Process Map Reference Unitec Processes 9.2 
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Changing Purchase Orders 
 
 
Objective 
 
To understand how to carry out a change order to a Purchase Order. 
 
This occurs after a Purchase Order has been created and a change needs to be made.  
 
Cancel an order entirely 
Cancel a line in a multiple line PO 
Change the order at the header level 
Change a line in an order 
 
Overview 
 
Changes and the Approval Workflow 
 
Cancellations do not re-invoke the approval workflow. 
 
Other changes to a Purchase Order will usually send the PO for approval again. 
The exceptions are: 

• Reduction in quantity on quantity PO lines 
• Reductions in amount on amount only PO lines 

 
 
Cancelling a Purchase Order 
 

 

Error Messages: 
A Purchase Order cannot be cancelled where: 

• A receipt is attached (receipt needs to be cancelled first) 
• An invoice/voucher is attached 
• The PO is in the 'Closed' state 

If you attempt to cancel such an order you will receive an error 
message. 

 

 

A PO needs to be cancelled where: 
• It is a duplicate 
• It was raised against an incorrect supplier 
• We no longer require the goods 

There may be other reasons for a cancellation. 
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STEP CANCEL THE PURCHASE ORDER 

Path Purchasing WorkCentre > Add/Update Expess PO 
Search for PO 
 
1. Enter PO ID 

 
2. Click Search 

 
3. Click the PO to 

cancel 

 
To cancel the 
entire order 
 

1. Click   
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STEP CANCEL THE PURCHASE ORDER 

1. Click Yes 

 
1. Click OK 
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Cancel a Purchase Order Line 
 
Use this process when you have produced a multi-line purchase order and you want to 
cancel just one line of this order.  
 

 

Error Messages: 
A PO line cannot be cancelled where 

• A receipt is attached (receipt line needs to be cancelled first) 
• An invoice/voucher is attached 
• The PO is in the 'Closed' state 

If you attempt to cancel such a PO line you will receive an error message. 
 
 

STEP CANCEL A PO LINE 

Path Purchasing WorkCentre > Add/Update Express POs 
Search for PO 
 
1. Enter PO ID 

 
2. Click Search  
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STEP CANCEL A PO LINE 

1. Click on Line 
Details Icon  

for the 
PO line you 
wish to 
cancel. 

 
A Pop Up will 
open for the 
relevant line. 
1. Click on the 

Cancel  

 icon  

 
2. Click Yes to 

confirm 

 
Line 3 is now 
marked as 
cancelled. 
 
1. Click Save 

 
 



Page 8 of 18 
 

Change Order – Header  
 
Use this process to change details that affect the entire Purchase Order. Changes to the 
header comments or the insertion of a CAPEX authority would be changes at the header 
level. 
  
Example: Change an Approval Justification where a PO has been denied due to missing 
approval justification 
 

STEP CHANGE AN APPROVAL JUSTIFICATION – PO DENIED 

Path Purchasing WorkCentre > Add/Update Express POs 
Search for PO 
 
1. Enter PO ID 

 
2. Click Search  
 

 
 

1. Click on the 
"Add 
Comments" 
link  
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1. Tick 
Approval 
Justification  
 

2. Enter 
Comments 
and 
Attachments 

 
3. Click OK 

 
3. Click 

 
 
 

Note:  that the 
PO status has 
changed from 
'Denied' to 
'Pending 
Approval' and 
the Approval 
Workflow has 
been restarted. 
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Example: Change a previously approved PO at the Header level 
 
In this scenario we want to reduce the PO and advise the vendor that we have done so. To 
be sure they notice, we want to attach a comment to be sent to the supplier when the PO is 
dispatched. 
 

STEP CHANGE ORDER – ADD SUPPLIER COMMENTS 

Path Purchasing WorkCentre > Add/Update Express POs 
Search for 
and open the 
Purchase 
Order 
 

1. Click on 
the 
Change 
Icon 
in the top 
right 
corner 

2. Click on 
Add 
Comments 
link 

 
 

3. Tick the 
'Send to 
Supplier' 
box  

4. Add the 
comment 
you want 
to send to 
the 
supplier 

5. You may 
add an 
attachment 
if required 

6. Click OK.  
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1. You now 
edit the 
line 
information 
as 
required.  
Example 
PO 
quantities 
have been 
altered  

 
2. Click 

Calculate 
 
 

 
1. Click 

 

 
Because this 
change 
includes an 
increase for 
one of the 
lines the PO 
is now 
pending 
approval 
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Change Order – Line 
 
Use this process to change details at the line level of a Purchase Order – may be a price or 
quantity change, or keying error.  
 
You can also add or change project information, change the Purchasing Category, GL code 
or cost centre. The basic principles are the same as those described here. 
 
Example: Change the unit price in a quantity PO line 
 

STEP CHANGE ORDER - LINE 

Path Purchasing WorkCentre > Add/Update Express POs 
Search for and 
open the 
Purchase 
Order 
 

1. Click on Line 
Details Icon  
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STEP CHANGE ORDER - LINE 

2. Click Line 
Change Icon 

 

 
The line 
schedule is now 
available for 
editing. 
 
Change of price 
 
1. Update the 

price in the 
price field 

 
1. Click 
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STEP CHANGE ORDER - LINE 

1. Because this 
change is an 
increase in 
price, it 
routes 
through for 
re-approval. 

 
  

 
 

 
The system 
reflects the 
Change Order – 
this will change 
by increment for 
each change 
you make. 
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Example: Convert a PO line from a quantity order to an amount order 
 
A PO has been created for training. The PO was raised as a quantity PO with a quantity of 1 
and a price of $400. However, the supplier submits two invoices, one @$150 for the 
preparation work and one @$250 for the actual session. To accommodate this we need to 
change the PO line from a quantity line to an amount only line. 
 

 

We will only be able to make this change while there is no receipt or invoice 
processed against the order. If there is a receipt, please cancel this first.  
 
If an invoice has already been processed you will need to liaise with Accounts 
Payable to resolve this.  

 

STEP CONVERT A PO LINE FROM QUANTITY TO AMOUNT ONLY 

Path Purchasing WorkCentre > Add/Update Express POs 
Search for 
PO 
 
1. Enter PO 

ID 
 

2. Click 
Search  

 

 
 

1. Click on 
Line 
Details 
Icon  
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1. Expand 
the 
"Attributes' 
section 

 
1. Click the 

Amount 
Only 
option  

2. Select 

 

 
You will 
receive a 
warning 
message 
explaining the 
change.  
 
1. If you wish 

to 
continue 
select 
"yes" 
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1. Save the 
change.  

 
Note that this 
change has 
not triggered 
the approval 
workflow.  
You will 
however 
need to 
dispatch the 
PO again. 

 
 
  

 

If the change is an increase of quantity or price or affects cost centres, GL, 
Project Information or approval justification– re-approval is required 
 
Only if the change is a reduction of quantity or amount – re-approval is not 
required. In this case, if the PO was dispatched before the change was made, it 
will revert to the approved state. Otherwise it will remain in the state it was 
before the change. 
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Re-dispatch  
 
In theory, we should always re-dispatch a changed order to the supplier – the idea is that 
they need to know that we have made a change. However in practice this may not always be 
necessary or may cause confusion. In those cases we should change the dispatch method 
to 'print' to prevent automatic dispatch of the order.  
 
Example: We do not want to re-send the PO to the supplier  
 
If a change order is being created to fix a Match Exception, the order should not be re-sent 
through to the supplier.     
 

STEP RE-DISPATCH 

Path Purchasing WorkCentre > Add/Update Express POs 
Once approval 
has been 
received for the 
changes,  
• Search for 

and open the 
changed 
order 

 
1. Change the 

Dispatch 
method to 
Print 
 

2. Click 
Dispatch 

 

 
 

 
 
We have made a change that needs to be notified to the supplier 
 

STEP RE-DISPATCH 

Path Purchasing WorkCentre > Add/Update Express POs 
Once approval 
has been 
received for the 
changes,  
 

1. Leave the 
Dispatch 
method as 
email 
 

2. Click 
Dispatch 
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