
 

Step 1 – Go to Procurement – Purchase orders- Purchase order follow up- 

Purchase order amendment 

 

 

 

 



Step 2 – Enter PO Number and <Tab> to bring up PO details 

 

•  Step 3 – Select “Terminated” from the Status drop-down menu 

Step 4 – Press SAVE 

 

Input PO number 



Step 5 – Terminate one line in a PO 

• Tick the box next to line you want to terminate and select 

“Terminate” (highlighted in red box) below the order line. 

 

• Message will pop up press “Yes” 

• Press SAVE 

 

 

 

 

 

 

 


