PO– Pending Cancel Status

       
1. When you cancel a PO that has ever in its lifetime been Dispatched, the status becomes 'Pending Cancel'.  
[image: ]
2. The status will go from 'Pending Cncl' to 'Canceled' after you run the Dispatch process.
3. Why would a PO need to be Dispatched if it has been Canceled?
If the PO has been Dispatched to the Supplier, then notice of cancellation should be Dispatched to the Supplier.  
4. To find POs that have a status of 'Pending Canceled', go to the Review PO Information > Purchase Orders search page and search by status as shown below.  
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5. Because the PO is Canceled and viewable in inquiry mode only, you cannot Dispatch by clicking a button on the PO.  There are two other ways to run Dispatch.
6. To dispatch via the menu, navigate as shown below.  First time, add a Run Control ID.  Second and following times, click Search and choose your existing Run Control ID.
[image: ]
7. Enter the PO ID and click Run.  
[image: ]
8. If the PO ID field turns red and tells you the PO ID is not a valid value, don't worry yet.  This is often just a glitch in this page.
[image: ]
9. If the above glitch occurs, click OK to get rid of the message, then click the Select Purchase Order link and search for the PO.
[image: ]
10. That should work and you can click Run again.  
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11.  Click OK on the Process Scheduler Request page.
[image: ]
12.  After you click Run you can make sure the Dispatch process runs successfully by going to the Process Monitor page.
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13. 
 [image: ]
 [image: ][image: ]

14.  Scroll to the bottom of the Process Monitor for a link to get back to the Dispatch page.
[image: ]
15.  If you want to see the .pdf of the Canceled/Dispatched PO, or if you want to send a copy to the Supplier, click on Report Manager.
[image: ]
16.  You'll find a link to the .pdf in the Administration page.
[image: ]
17.  The "hard copy" (.pdf) shows the lines as Canceled.
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18.  The second way to Dispatch a PO that is in Pending Cancel status is from Buyer's Workbench.
19.  Your first time to use Buyer's Workbench, set up your own WorkBench ID here.  Use any name you like.  No spaces allowed, but you can use underscore(_).
[image: ]
20.  Your second and following times to use Buyer's Workbench, search for your own Workbench ID. Entering a character or two helps to narrow your search.
[image: ]
21.  Click anywhere on your WorkBench ID to load the page.
[image: ]



22. The first page is a search page.  The most common search is for a single purchase order for which you already know the PO ID.
[image: ][image: ]
23.  Your first time on this page you'll need to enter a Description.  You can use spaces.  
Select the checkbox to the left of the PO ID.
Click the action button.  In this example, we are attempting to Dispatch the PO.
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24.  The first time you attempt to Dispatch from Buyer's Workbench using the Run Control ID you set up in Step 19, you will probably get a pesky message saying you need to select a valid run control id in the Process Request Options Page.
[image: ]
25.  Click OK to get rid of the message.
26.  To get a valid Dispatch Run Control ID, open a new page.
[image: ]
27. In the new page, navigate to the Dispatch POs page, go to the Find an Existing Value tab and click Search.
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28.  Memorize a value that has been used to Dispatch POs.  Don't click on it.  You're finished with this page.  You just need the Run Control ID.
[image: ]
29.  Go back to Buyer's Workbench.
[image: ]
30.  Click on Process Request Options.
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31.  Remove whatever is in the Run Control ID field and enter the Run Control you memorized in step 28.  Enter it exactly.  No spaces.  Then click OK.
[image: ]
32.  Now click the Dispatch button again.  
33. [bookmark: _GoBack] If the PO ID appears on the right under 'Qualified', then click Yes to proceed.  
If the PO ID appears on the left under 'Not Qualified', click the Log button to see the reason the PO is not eligible to Dispatch.  
[image: ]
34.  Click Yes to continue.
[image: ]
35.  The PO Status on Buyer's Workbench may still say 'Pending Cancel' because it did not refresh after Dispatch ran successfully.  No worries.
36.  You can verify that the status has changed from Pending Cancel to Canceled by going to the Review PO Information > Purchase Orders page.
[image: ]
37.  You can print the hard copy (.pdf) from the Administration tab of Report Monitor.
[image: ]


12

image3.png
Menu ~| Search

Dispatch Purchase Orders.

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value || Add a New Value

7 Search Criteria

Run Control D: [begin win v |DISPATGH

U case Sensitive

Search || Clear |Basic Search (g Save Search Crteria





image4.png
Dispatch POs

Run ControlID DISPATCH Reporthanager  Process Honitr
Language [English v | ® specified Language © Recipient's Language
Report Request Parameters. Statuses to Include
Business Unit(30400 [, To[30400 |, Approved
Open
[POWeTr5e] o, st purenass o
Contract SetiD | i} Miscellaneous Options

Contract D| | “Hold Sta

Batanca [ PO




image5.png
Dispatch POs

G D FESAE ReportManager  Process Monitor |_Run |

Language [English v | ® specified Language © Recipient's Language
Report Request Parameters Statuses to Include
Business Unit30400 |8,  To30400 |a, ) Approved ) Dispatched @ cancelea
© open 0 pending ) completed
PO 10 ESSFREHIN @, scicct Purchase orcer
Contract setf =0
Contract|

Relea

Invalid value — press the prompt button or hyperiink for a list of valid values (15,11)
From Da

Through Da The value entered in the feld does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink

Supplier [




image6.png
Dispatch POs

Run Control ID DISPATCH ReportManager |

Language[English _v| ® specified Language © Recipient's Language

Report Request Parameters.

?0 10 [N O\ Sioct Purchase order

Select Purchase Order

Search Ciiteria
“PO UNit30400 [,

Throug WDi6-1154 ja,

sup) Supplier D (Y





image7.png
Process Scheduler Request

UserID 00010003167

Run Control ID DISPATCH

Server Name
Recurrence

Tmezone|

Process List
Select Description
@ POBIPublisher Dispatch

o el

v RunDate[3i72016 @
v/ RunTime[12:16:47PM

Resetto Curre

ProcessName  ProcessType  Typs “Fomt
PoxLP Psson [(None) v [(one




image8.png
Dispatch POs

Run Control ID DISPATCH Report Manager

Process Monitor

Language [Engish v ® Specified Language © Recipient's Language




image9.png
Process List Personalize | Find | View Al |0 [ First @ 15500750 ® Last
Distribution
Status  Detalls

Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status

1376843 PSJob POXMLP 00010003167 03/17/2016 12:16:47PMCDT | Queued NIA Details





image10.png
Process List Personalize | Find | View Al |0 B First 4 150 0750 ® Last
Distribution
Status  Detalls

Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status

1376843 PSdob POXMLP 00010003167 03/17/2016 12:16:47PM CDT | Processing|  NIA Details.





image11.png
Process List Personalize | Find | View Al |0 [ First @ 1500150 ® Last
Distribution
Status  Detalls

Select Instance  Seq. Process Type Process Name  User Run Date/Time. Run Status

1376843 PSJob POXNLP 00010003167 03/17/2016 12:16:47PM CDT | Success | Posted  Defails





image12.png
073" BSToh

[Go backto Dispatch Purchase orders

Process List| Server List





image13.png
Dispatch POs

Run ContralID DISPATCH Reportanager | Procsss Wontor
Language | English | [®) specified Language © Recipient's Language





image14.png
o | 2o [ aamnstaion | e

View Reports For
UserID[00010003167 | Type| v [Last 1
saws[ v Foder v] mstance o

Report List Personalize | Find | View All |0 B First 4 12012 ) Last

Report  Prcs Request
Select  Report Pres  pescription Request  Fommat Status  Details

a3z581 1375844 [ DSPRTCH PO DSERGHET] 03 201E A0 o oot
R - o R




image15.png
PO_DISPATCH.pdf

Comptroller of Public Accounts Page: 10f 2
Purchase Order # 30400 16-1154

CHANGE ORDER - REPRINT

Payment Terms: NET30 Freight Terms: FOB. Ship Via:Truck  IGC: 1 Date: 0911 POMethod: DG Dispatch: Dispatch  Rev D: 08728715
Destination

PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTEDWT THE END OF THE PURCHASE ORDER.

Veador: VI Ship To: 304079
1 Comptolle of Public Accounts
1811 Airport Bivd.
United States Austin TX 75702
United States.

Vendor ID: | T

Purchaser:  I—_—- Comptroller of Public Accounts
51— ‘Accounts Payable Section

S— s 20w U1 E. 17h Street
Austin, TX 787740001

United States.

PO Information:

Division: 019
Division Contact: St
Req # 121173

"Best Value: Under Best Value Standard (Section 2157.03, Texas Govt Code)"
DIR-SDD-2487
Vendor Contact Name: Ko SESmSm——

Vendor Contact Emai: Kmmemmmmeliein s
Vendor Contact Phone: 512-aaa

[CineSchTine Description Clasw/ltem __Quanity’ Extended Amt Due Date
E

T V ——— 52030 o0 000 CANCEL
ETL Architeet - Data

‘Warehouse Architect 2

Schedule Total





image16.png
Menu ~| Search

Buyer's WorkBench

Eind an Existing Value || Add a New Value

e P—

| s |





image17.png
Menu ~| Search

Buyer's WorkBench
Enter any information you have and click Search. Leave filds blank for a st of al values.

Find an Existing Value || Add a New Value

¥ Search Criteria

BRI N T —
WorBanch 0: g it |
Descripton:

(O case sensitive

| GiearJoasicsearcn g2 save Saaren crteria





image18.png
Buyer's WorkBench
Enter any information you have and click Search. Leave flelds blan

Find an Existing Value || Add a New Value

¥ Search Criteria

Busmessunit[= ] foio o,
T —
[T —

(O case sensitive

rch (@ Save Search Critria

First ) 1er1 (3 Last




image19.png
Buyer's WorkBench
Filter Options
Business Unit 30400 WorkBenchID ANY_NAME

Description any text including spaces here

Enter search criteria and click on Search. Leave blank for al values.
Search Criteria

Purchase Order 16-1148 Q To[16-1148
PO Date B T

.
5
pronnonnsnsE L i el g gprinain gt D i B





image20.png
e





image21.png
Buyer's WorkBench

Business Unit 30400 WorkBenchID ANY_NAVE
4 ‘Description any textincluding spaces here

‘Select POs for Further Processing
List of Purchase Orders

Personalize | Find | View All |2 | Download

9 Puchascoder (D%, POStatus Hod PODate  LastActivty  Supplierld  Buyer  ach  Ch
@ 161148 B -N 091012015 08262015 1« 5 NoMateh 1
SelectAl [ Clear Al
Action: [ Approve | Unapprove || Cancel I Close ]

3 [Oswaich || Prevew || GudgetCheck || BudgetPraCheck |
GoTo:  Setfiteroptions Process Request Options

Process Monitor View Processing Results




image22.png
Message

Please selecta valid un controlid i the Process Request Options Page. (10224,61)

o]





image23.png
New wingou|

Buyer's WorkBench
Business Unit 30400 WorkBenchID ANY_NAME
“Description any text including spaces here
Select POs for Further Processing
List of Purchase Orders Personaiize | Find | View All | @) | Downioad First ) 1 0r1
Detail | other
Doc i Match  Change Blanket |,
Purchase Order  (09° PO Status Hold PODate  LastActvity  SupplierD  Buyer = g Blanket | ines.
Pending S
@ 161148 B PN N ooninots ospenots 19 5 Nowatch 1

# SelectAll [ Clear Al




image24.png
Menu ~| Search

patch Purchase Orders

Enterany it g on you have and cick Search. Leave fields blank for st of al values.

Find an Existing Value || Add a New Value

7 Search Criteria

O case sensitive

3

Search_|[ Clear _|Basic Search (g0 Save Search Crteria





image25.png
[Seareh [ Giear_Jassic searcn

Search Results

ViewAl  First (3, 136 (y) Last
Run Control ID

DISPATCH

DISPATCH_PO
FOPRINT

PRINT_PO





image26.png




image27.png
N
Action: [ Approve || Unapprove || Cancel

[ Dispstch | Preview || Budgetcn

GoTo:  Setiier options. Process Request Options
Process Monitor View Processing Results

AN S





image28.png
PO_RC_WB_PRCS Page

Buyer's WorkBench
Process Request Options
Business Unit 30400 WorkBenchID ANY_N
Description any textincluding spaces here
SoverName  prn
O print
Run Control ID [DISPATCH_PO[ J O prin
[ —Y et
O prin
“Output DestinationType [ v] © prin
Output Destination Format|—¥]
B —

ok | cancel | Refresn |





image29.png
Buyer's WorkBench
Processing Results

Business Unit 30400 WorkBenchID ANY_NAME

“Description any textincluding spaces here

‘Select POs for Further Processing

Not Personalize | View Al | Z)  First & 1o Qualified Fprsonalize | View Al [E0 First @ 10r1

Qualified 1® Last Y Last
PoD Log o} oD Line  Sched Distrib Line

5] [=:] 16-1148 =

SelectAl  [IClear All

Proceed: [ Ves | Return to Buyer's WorkBench





image30.png
Message

Continue to Dispatch POs. (10224,41)





image31.png
Favorites ~ | |Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Purchase Orders |5

ORACLE"

Purchase Order Inquiry
Purchase Order

Business Unit 30400
POID 16-1148
Change Order 1

Menu ~| Search

TxsmartBuy PO
D

Texas Smart Buy

Advanced Search  [g] Last Sez

PO Status _Canceled
ldget Status Vaiid





image32.png
List || Explorer

| View Reports For
User ID[00010003167 | Type | v [ Last il 1
status| ] Foider nstance | | tof ]
Report List Personaiize | Find | View All || B First 4 1-3013 ¢
Report  Prcs Request
Select  Reort Pres pescription Request  Fomat Stats  Details
03172016 Acrobat
s} 1232543 1376845[PO_DISPATCH - PO_DISPATCH.par | (172013 9902 postea  Detas





image1.png
Purchase Order Inquiry
Purchase Order

Business Unit 30400 Texas Smart Buy 50 Status Pend Ondl
POID 16-1154 Bud o
Change Order 1 TxsmartBuy PO

D




image2.png
Busiessunt:  [=v]  poio o,
vom: [T —

T —
T me—

Purchase Order Date: = v|

PO Status: Pendlllg Cancel

TS $ 0
B T —
suer: T —
Bwertame: fogmwiny|
e T T —

(O case sensitive

Search || Clear _|Basic Search (g Save Search Crteria





