
Supplier initiated change can only be cancelled by the vendor. 

Select Supplier Portal to access Manage Orders.
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 Select Manage Orders in the menu.

Either leave the ORDER field blank or enter the specific PO number that requires 
cancellation of the supplier initiated change order and select SEARCH. Now select the 
PO by clicking on the BLUE PO number.
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In the upper lefthand corner of the screen you will see the PO status as OPEN with a 
BLUE DOT next to it. Click on the BLUE DOT.

A small popup will appear, Click on the blue verbiage - A change order is pending.

A screen will open to the Supplier Initiated Change Order that requires cancellation. In the 
upper right hand corner of the screen select ACTIONS, then Cancel Change Order from 
the dropdown menu.
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A small popup will appear that requires a REASON to be entered. Enter “Change Order 
no longer required”. Then click OK.

Another small popup will appear for Confirmation that the changes (cancellation) has 
been saved.

The Supplier Initiated Change Order cancellation is complete.
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