
 Q U I C K   R E F E R E N C E   G U I D E 

 Canceling a Sourcing Project 
 This document is a quick reference guide for users wishing to cancel a solicita�on in the Arizona Procurement Portal 
 (APP). If you have any ques�ons, please contact the APP Help Desk at  app@azdoa.gov  . Addi�onal resources  are also 
 available on the SPO website:  h�ps://spo.az.gov/  . 

 APP allows procurement users to cancel a Sourcing Project once a new round is created. 

 Canceling a Sourcing Project 

 1.  From the Sourcing dropdown, select  Sourcing Projects  . 
 2.  Search the Sourcing Project page for the sourcing project you want to cancel. 
 3.  To edit the sourcing project, click the  Pencil  icon.  DO NOT  click the Trash Can icon to cancel the solicita�on. 
 4.  Navigate to the  Prepare Rfx  tab. 
 5.  Verify the most recent round displays. 
 6.  Close the most recent round by changing the  Bid Due  Date  to the current date and next available �me. 
 7.  Click  Save  . 
 8.  Click  Create a New Round  under Other Ac�ons. 

 9.  On the Round/Lot copy pop-up, click  Create  . 
 10.  Click  Con�nue  to close the Warning pop-up. 
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 11.  Select  Cancella�on  from the RFx Types dropdown. 

 12.  Enter a  Bid Due Date  (this should be the current date). 

 The Procurement Officers are responsible for informing suppliers of the cancella�on, as they are not 
 no�fied via APP. 

 13.  Click  Send Solicita�on for Approval  at the top of the page. 
 14.  Click  Confirm Cancella�on  at the top of the page. 
 15.  Click  Ok  . 

 A�er this step, the system does not allow any further changes to the sourcing project. 

 16.  Your sourcing project has now been canceled and Closed. 

 Resources 
 Click the link below for more informa�on on the Sourcing Project crea�on processes in APP: 

 h�ps://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrad 
 e/source-contract-qrgs-176 
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