FAST FIS

Cancellation of Purchase Orders
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“Oh what a relief it is!”


· Use the instructions below for the FPAPDEL form to cancel a purchase order which has been fully approved but has not had any invoices processed against it.  

· If a purchase order has not been fully approved, see the other side of this form for cancellation instructions.  

· If a purchase order has been fully approved and has had an invoice processed against it but has a remaining encumbrance, see the FAST FIS form for FPAEOCD-Liquidating Encumbrance.
FPAPDEL – Purchase Order Cancel Form:  

FIELD   
INSTRUCTIONS

ACCESS
Type FPAPDEL in GO TO field and [Enter]. 

 
OR


To access this form through the menus - Select the following menu items in the order listed: 

(1) “Finance Menu”, (2) “Purchasing Menu”, (3) “PO Cancellation [FPAPDEL]”.

The Purchase Order Cancel Form appears.

Purchase Order


Enter a purchase order number.
[Next Block]
[Next Block] or Select the Access Cancel Date in OPTIONS from the upper toolbar.

Cancel Date 



Defaults to current date.  Leave as is.

Make Cancellation Permanent 
Click Icon to cancel this purchase order.



To abort the cancellation, select Rollback or Previous Block.

[Exit]
· Use the instructions below for a purchase order that has not been fully approved.  This is referred to as DELETING a purchase order.
· If a purchase order has been fully approved but has not had any invoices processed against it, see the other side of this form for cancellation instructions.  

· If a purchase order has been fully approved and has had an invoice processed against it but has a remaining encumbrance, see the FAST FIS form for FPAEOCD-Liquidating Encumbrance.

A purchase order must be “Incomplete” to be Deleted.   (If the purchase order is complete, refer to the WOLF WEB-FIS Documents Approval FAST FIS form to change a complete purchase order into an Incomplete purchase order by disapproving it.)  

FPAPURR – Purchase Order Form:  The same form you use to create a purchase order, you can use to delete the purchase order.
FIELD   
INSTRUCTIONS

ACCESS
Type FPAPURR in GO TO field and [Enter]. 

 
OR


To access this form through the menus - Select the following menu items in the order listed: 

(1) “Finance Menu”, (2) “Purchasing Menu”, (3) “Purchase Order Creation-[FPAPURR]”.

The Purchase Order Form appears.

Purchase Order


Enter the purchase order number.
[Next Block]
This takes you to the Document Information Page. 
Select REMOVE RECORD from the Icons at the top of the Screen.
The Hint Text at the bottom of the Page should read “Press Delete Record again to Delete this record.”
Select REMOVE RECORD from the Icons at the top of the Screen again.
This takes you back to the front page of the Purchase Order Form. 

The Hint Text at the bottom of the page should read “Deletion of Purchase Order is completed.

[Exit]
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