RHIT/BANNER 2000

INSTRUCTIONS

HOW TO DELETE A WEB-BASED 

PURCHASE ORDER

To delete a Web-based purchase order

1. Please write “CANCEL” across the Purchase Order, date and initial your request and send a copy of the original purchase order to Susan Butts-CM25 in Administrative Services.

- or - 

2.
Send an e-mail to Susan.Butts@Rose-Hulman.edu and advise her of the Purchase Order number to be canceled, the purchase order date, and vendor name.  Susan will then process the deletion.
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