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How to edit a purchase order. 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 

• Click the “Edit” icon at the top of the PO to make the appropriate changes 

 
 
**You cannot change anything on a line if a GR/Invoice is posted under Purchase Order 
History tab 
**Any change is internal (supplier will not see) unless an output is made 
 
• Click “Messages” at top of PO to begin saving process 

 
 
**The top white line is your change, anything below are previous outputs 
 
• Click the “Trash” icon and the Check on the pop-up to delete any new output 
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• Click the “Save” icon at the top 
 

 
 
 


