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PURCHASING USER MANUAL  

CLEAR, VOID, OR REJECT A PURCHASE ORDER 

CLEAR A PURCHASE ORDER 
The options to ‘delete’ a purchase order vary depending on if a purchase order number 
has been automatically assigned or manually entered. 
• If purchase order numbers are set up to be automatically assigned, but the number 

has not yet been assigned (i.e., the purchase order has not been ordered), the 
purchaser can Clear the purchase order. The line items will be available for a new 
purchase order. The assigned tracking number will not be reused. 

• There will not be an option to clear a PO with a manually entered number because a 
manually entered number is required before a PO can be saved. It can be voided. 

 
On the PO screen: click Clear. 
 
Figure 1 - Clear the purchase order 

 

VOID A PURCHASE ORDER 
• If the purchase order number has been either automatically assigned or manually 

entered, the purchaser can Void the purchase order. Voiding the purchase order 
puts the line items back on the PO screen. The purchaser can add these items to a 
new PO, reject them back to the requester, or cancel them. The voided purchase 
order number cannot be reused. 

• If any items have been ordered and received, you cannot void a purchase order, but 
you can reject, cancel, or remove the line items not received. 

• Voided POs can be found on the PO Status or Reports tab of the Purchase 
Orders menu or the on the Processed menu. 
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On the PO screen, click Void PO.  
 
Figure 2 – Void the purchase order 

 

VOIDED ENCUMBRANCES 
If a purchase order has been ordered with encumbered line items and then is voided, the 
application will send a TC225 for each encumbered line item. For these line items, if the 
MOD field is blank, STARS will treat it as a partial just as if the user had entered a “P”. 
If the user enters an “F”, STARS will finalize it. 

REJECT A PURCHASE ORDER 
An approver can reject a purchase order after it has been approved. The purchase order 
would go back to the purchaser for changes. The purchaser can edit and re-save the 
purchase order, keeping the same purchase order number, vendor information, etc. 
 
On the PO screen, click Reject. 
 
Figure 3 - Reject a purchase order 
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