
In the Supplier Portal select Manage Shipments

Canceling a Shipment



Once you are in Manage Shipments you can enter the Shipment number you created or 
the Purchase Order number and then select Search.

Once the shipment lines come into view, you will select the empty box in the top left 
corner just above the lines as shown below (marked by the number (1)) which will 
highlight all the lines in the Shipment (BLUE). You can also select only specific lines to be 
cancelled if required. You then select the Cancel Shipment button marked by number (2). 
The pop up marked by number (3) is confirming you want to continue. Select OK.
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After selecting OK, you will be taken back to the Manage Shipments page. You can verify 
the cancellation by leaving the Shipment number or Purchase Order number as is and 
select Search. You will receive No Results Found if the entire shipment was cancelled or 
the remaining lines if you only cancelled specific lines from the shipment.
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