
FINALIZING A PURCHASE ORDER FROM THE VOUCHER: 
 
There are two ways to relieve available encumbrance on a purchase order.  One is from the voucher and the 
other is from the purchase order itself.  Which method you choose (or a combination of both) will depend upon 
your agencies policies.  This document will discuss finalizing a PO from the Voucher. 
 
RETURNING AVAILABLE ENCUMBRANCES THROUGH THE VOUCHER 
 
When creating a voucher, if you have identified this payment as a final payment, you can relieve the available 
encumbrance either by distribution line, line item, or full document (full document is the voucher not PO.)  
Only the line items and distributions on the voucher will be finaled any other line items and distribution lines on 
the PO will need to be finaled from the PO.  After the voucher has been budget checked, matched, posted and 
paid you can still final the PO from the voucher.  If the PO has not been closed, and the budget is still active, 
you can undo the final from the voucher 
 

1. Finalizing a PO distribution line.  This feature allows you to final an individual PO distribution line 
sourced without finalizing them all. 

a. After the voucher has been created, select the distribution line to final by selecting the box  
located to the far right of the distribution line. 

 

 
 

 
The distribution lines from the voucher screen has been split to allow easy viewing. 



 
The distribution line selected was line two.  Line one, three, and four will remain open.  Any available 
encumbrance on line two will be returned to your budget once voucher budget checking has been run. 
 

2. Finalizing a PO line item.  The feature allows you to final all distribution lines on the voucher associated 
with the line item sourced. 

a. After the voucher has been created select  Finalize line button. 
 

 
 
b. This will final all associated PO distribution lines.  If the distribution line is not on the voucher, it 

will not get finaled. 
 
 

 
 

c. You can undo the final at any point by deselecting the  located to the far right of the 
distribution line or you can undo all the distribution lines by selecting the  undo final button.  
You can undo the final until the PO has been closed.  If the voucher has already been budget 
checked it will need to be re-budget checked. 

 



 
3. Finalizing  a document.  This feature will allow you to final all PO line items and PO distribution lines 

sourced to the voucher.  If the PO line item and/or PO distribution line is not on the voucher, it will not 
get finaled. 

a. Select the   Finalize document button located in the invoice header. 
 

 

 
 
 

b. You can undo the final at any point using one of the following choices:    1) Deselecting the  
located to the far right of the distribution line;        2) You can undo all the distribution lines 
associated with the line item by selecting the  undo final button located to the right of the line 
item;   3) You can undo all line items and distribution lines of the voucher by selecting undo 
final located in the invoice header. 

 


