
If you need to update a Purchase Order, please do the following: 

1. Navigate to the ASNs UI and cancel the ASN that was originally created. This can be done one

of two ways:

 The first way to cancel an ASN is to go to the ASN’s user interface, search for your ASN

in the filters, check the box next to the ASN you would like to cancel and click the cancel

button at the bottom of the screen.

 The other way to cancel the ASN is to look on the Purchase Order. Click the ASNs tab

within the Purchase Order and click on the ASN you wish to cancel

 At the bottom of the page click the Cancel button. The ASN status will change to

Cancelled.
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2. After cancelling the ASN, the next step is to edit the Purchase Order. Please see below for 

directions on how to update the Purchase Order in a variety of ways: 

 

1. If you need to edit the Purchase Order Line Item quantity: 

 Click into the Purchase Order, go to the lines tab, check the box next to the line 

items you would like to edit, once selected, click edit multiple lines.  

 

 On this screen update the order quantity and the number of pallets that the 

item is being updated. In this example, we increased the number of eaches from 

1000 to 1500. Likewise, we changed the pallet number from 2 to 3. 

 

 Click Save. The Purchase Order now reflects the correct purchase order 

quantity. 

 

2. If you need to add an item to the Purchase Order: 

 Click into the Purchase Order, go to the lines tab and click add line. 

 Fill in the following information: 

 Purchase Order Line ID – enter the line item number on the PO. 

 Item – enter the 6 digit item code 

 Quantity – enter the number of eaches you are adding to the PO. 

 Size 1 field (pallets) – enter in the number of pallets for the item 
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 Click save. 

 

3. If you need to delete an item on the Purchase Order: 

 Click into the Purchase Order, go to the lines tab and check the box next to the 

line item that you would like to delete. 

 Click cancel line 

 

 The status of the line item has now been moved to Cancelled. 
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3. After you have edited the PO, you must now create a new ASN. To create a new ASN, you will 

follow the same procedure as creating the original ASN.  

 

1. Navigate to the ASN’s user interface and click add. 

 

 The ASN number will auto populate after the ASN has been saved. 

 The Delivery Facility will always be VABCFacility. 

 The Estimated Delivery should be the same as the estimated date for the Purchase Order. 

 The Business Unit with always be Virginia ABC. 

 The Origin type will always be Supplier. 

 The Pickup facility will be the 4 digit business partner ID that was added on the Purchase Order. 

 The Business Partner is the same 4 digit business partner ID. All business partner ID’s will begin 

with the number 4, followed by the three digit vendor code assigned to the supplier in MIPS. 
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4. After creating the new ASN you must link the existing Purchase Order to the new ASN.  

 

 Navigate to the Create ASN from PO – Shipping user interface 

 Use the PO filter at the top to find the Purchase Order needed 

 Use the ASN filter at the top to find the new ASN that was just created 

 Check the purchase order and the ASN that are needed. Once the two are checked, the green 

arrow will allow the PO to be assigned to the ASN. Click the green arrow and hit save. 

 

 
The PO and the ASN are now updated to reflect the changes made 

and the Virginia ABC receiving department will be able to successfully 

check in this appointment with the correct quantities. 
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