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Deleting Purchase Orders 

This procedure will demonstrate the proper way to delete Purchase Orders.  Purchase Orders or line items 
should be deleted if: 

• Purchase Order or line item is no longer required 

• Line item was entered incorrectly and needs to be deleted and re-entered as a new line item. 

This EUP will review the two ways of deleting Purchase Orders in SRM. 

o Delete the entire Purchase Order in a Saved status before the Purchase Order has been Ordered   

o Delete all or some of the line items on the Purchase Order after the Purchase Order was Ordered 

If a line item requiring deletion has a Goods Receipt and/or Invoice Receipt, the line item cannot be deleted.   
Goods Receipts and Invoice Receipts are historical data and therefore, prevent the line item from being 
deleted.  The line item must be liquidated to remove the funds and the quantity balance.   

A new line item must be created for the Goods Receipt and/or Invoice Receipt to be applied to it.  After the 
new line is created, complete the following: 

• Notify the Recipient (on Overview Tab) to back out the Goods Receipt and apply it to the new line item. 

• Submit a request to the Comptroller’s Office to have the Invoice Receipt backed out and applied to the 
new line item.  Send an email to the Comptroller’s resource account at RA-ExceptionProcess@pa.gov. 

Completing the above steps will zero out the incorrect line item, however, the line item will remain because of 
the historical data. 
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Deleting a Purchase Order in a Saved status, that was never “Ordered” 

• This section will discuss how to delete the entire Purchase Order before the Purchase Order has been 
ordered 

o The Purchase Order was created in SRM and “Saved” (i.e., never “Ordered”) 
 Verify the Purchase Order is in a Saved status (never ordered) and has never been 

replicated to SAP.  Purchase Order replication to SAP did not occur, and deletion at 
the Header level can be executed in SRM 

Note:  Purchase Orders are replicated (copied) to SAP so the suppliers can be paid.  The 
Commonwealth’s financial system resides in SAP. 
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1. Verify that the Purchase Order does not exist in SAP 
a. Select the SAP Logon Pad  

  

b. Select Procurement from the Connections folder 

 

c. SAP will open to the Easy Access screen.  Enter ME23N into the Transaction Field 

 

d. Select the Document Overview Off/On toggle switch.   
i. When the display is open, select the Variant icon (Blue, Yellow and Red Diamonds). 

ii. Select Purchase Orders.   
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iii. When the Purchasing Documents screen displays, enter the Purchase Order number in 

the Purchasing Document Field  
iv. Select the Execute button.  
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2. When the message displays stating that No data satisfying selection criteria exists, proceed with 
deleting at the Header Level. 

a. If the Purchase Order displays, you will have to delete at the line item level. (instructions in the 
Delete SRM Purchase Order after it was “Ordered” section) 

  

 

3. Go back to SRM and select the Edit button to activate the Edit mode.  Once in Edit mode, the Delete 
button will be available at the Header level 

 

4. Select the Delete button at the Header level of the SRM Purchase Order. 
5. The Purchase Order is now deleted from the system and cannot be viewed. 
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Delete SRM Purchase Order after it was “Ordered” 

• This section will discuss how to delete all or some of the line items on the Purchase Order after the 
Purchase Order was ordered 

o Verify the Purchase Order is in an Ordered status and has been replicated to SAP when the 
Order button was selected 

o Deletion of the Purchase Order will occur at the Line Item level 

 

1. Locate and open the Purchase Order. 
2. Select the Edit button 

 

3. On the Items tab, select the line item(s) that are to be deleted and select the Delete button 
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a. Once deleted, a red “X” will display in the Deleted column

 
4. Select the Order button to replicate the changes to SAP 

 

5. The line items deleted in SRM are replicated to SAP and identified with Trash Can icons 

 

6. To verify that the committed funds are unencumbered, go to the Environment Menu, Document Item, 
AC Commitments to view the financial document. 

 

7. The line items are now deleted but will still reside on the Purchase Order in the system.  However, they 
will not be active, and the funds are liquidated from the deleted line items. 

8. Be sure to provide the supplier with a copy of the “Change Version”. 


