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Cancel/Close/Reconcile Purchase Orders  
 
Definitions:  
 
Cancel  A purchase order has been dispatched to the vendor and must be canceled, either in its 

entirety or a specific line or lines. 
  
Close/ 
Reconcile These terms are used interchangeably to describe the process where the purchase order, 

the vouchers paid against the purchase order and the receiving requirements have been 
met.   

 
 For a purchase order to be closed/reconciled the following requirements must be met:  
 

• The purchase order has been fully received, if required.  
• The purchase order has been fully paid or is in a canceled status  
• The close/reconcile days have past.   

 
In most instances business units have been set up to automatically close/reconcile every 10 days.  This 
may be changed if the process needs to run more or less frequently.  You can manually close/reconcile a 
purchase order at any time if the above requirements have been met. If your business unit needs to modify 
the close/reconcile days, please contact Department of Central Services.  
 
Canceling Unexpended balances:  
 
In some instances a business unit may need to cancel the unexpended balance on a line on a purchase 
order.  If the purchase order line has been partially paid, you cannot cancel the line, you can only reduce the 
line to the amount expended via the change order process.  Example:  
 
Line 1 is for $100.00 paid to date is $80.00.  Create a change order and reduce the line to $80.00.  You 
must then budget check and re-dispatch the purchase order. The remaining $20.00 will then be available for 
use. You can then run the Close/Reconcile process to close the purchase order. 
 
If the line has not had any payments against it, and you do want to cancel that line, you would issue a 
change order to cancel the line on the schedule page.  You must budget check and re-dispatch the 
purchase order.  If the line you are canceling is the last line (or only line) on the purchase order, you will 
receive a warning message advising that you cannot cancel the entire purchase order, but only the line.   
If you continue the line will be canceled but the header will remain open.  The purchase order must go 
through the reconciliation process before it will be fully reconciled/closed.  
 
The most efficient manner of canceling or reconciling multiple purchase orders is to the use the 
reconciliation workbench.  Follow the procedures below:   
 
Navigation:  Purchasing  >   Purchase Orders  >  Reconcile Purchase Orders  >  Reconciliation Workbench.  
Add a new Workbench ID if this is the first time you have used the workbench.  Hint:  Use ID:  RECON 
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The first section of the workbench allows you to select purchase order for processing based on selection 
criteria that you define:  
 

 
 
 
The next three sections allow you to further define your search:  
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The last section allows you to search for purchase order based on the criteria in the distribution line: 
 

 
 

Once you have entered your search criteria, click on the  button on the bottom of the page. 
 
Your search results will be displayed.  Note that they all come in selected for processing.  Note that there 
are multiple pages to this search return.  
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At the bottom of the page are several processing steps that can be used:  
 

 
 
Select the document that you want to process and click on the appropriate action button 
 

 
After clicking on the action button the processing results will be displayed:  

 



  State of Oklahoma CORE Project 
 

QUICK TIPS 
 

 
 

Date 11/13/03 
Revision Number 1 
Form Number RECON 01 

 
5  of  6  

Your purchase order may be listed in both columns.  If it is not qualified click on the Log icon and the 
reason will be given why it is not qualified for the action.  
 
If the log message is: This PO has been dispatched before; therefore, you may not cancel the 
header, then you will be required to cancel the lines first and will then have to go back and cancel the 
header.  
 
If the purchase order came from a requisition and you want to be able to resource that requisition you must 
check the box.  If you do not the requisition will not be available to source to another purchase order.  Click 
on the appropriate Action button at the bottom of the page. 
 

 
 
You will have one opportunity to stop the action 
 

 
 
Click on “Yes” 
 

 
 

Note that the PO status has now changed to “Canceled”.  Click on the Expand Icon  to review the 
budget checking status 
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The Budget Status should have changed to “Not Chk’d”.   
 
To complete the cancellation process you must budget check the PO and re-dispatch.  
 
After completing the budget checking and dispatch process, this PO will now be available to 
close/Reconcile.  
 
Follow the same steps as above EXCEPT select the close action instead of the cancel action.  
 
Processing Tips 
 

A. A weekly batch process can be scheduled to automatically run the Reconcile/Close 
process. 

B. You cannot cancel a purchase order from the PO pages that has not been 
dispatched.  You can do that from the Reconciliation workbench.   

C. Use the Reconciliation Workbench to Unapprove Purchase Orders that were 
previously approved.  

D. The budget checking process is the process that relieves the encumbrance.  You 
will see the encumbrance $’s go down, but your budget will not reflect an increase of 
the same amount of dollars. 

 
 
************************************************************************************************************************* 

If a discrepancy is found in the above information, email 
Laura.Lovell@core.state.ok.us with the details. 

************************************************************************************************************************* 
 
 


