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Supplier – Cancel an Invoice in Oracle Supplier Portal  
Quick Reference Guide 
 
 
Introduction 
Incomplete invoices can be canceled by a supplier in the Oracle Supplier Portal.  
 
This Quick Reference Guide (QRG) will demonstrate how to cancel an invoice within the 
Oracle Supplier Portal. 
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Cancel an Invoice in the Supplier Portal  
 
 
1. Log in to the Oracle Supplier Portal. 

 
2. Click Supplier Portal Tab, then click Supplier Portal Tile. 
 

 
 
The Supplier Portal Work Area will appear. 
 
3. Click View Invoices under the Invoices and Payments Heading. 
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The View Invoices Screen will appear. 
 

4. Enter the [Invoice Number] in the Invoice Number field. 
 

 
 
5. Click Search. 
 

 
 
The search results will populate and the [Invoice Number] will be formatted as a 
hyperlink. 
 
6. Click the Invoice Number. 
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The Edit Invoice screen will appear.  
 

 
 
7. From the Invoice Actions dropdown, select Cancel Invoice.  
 

 
 
A Warning pop-up will appear. 
 
8. Click OK.  
 

 
 
The invoice has been canceled. 
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