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Finalizing a Req Processed to a PO.doc 

 
 

 
FINALIZING A REQUISITION PROCESSED TO PO: 
 
When a PO is created or modified from a Requisition (for less), you can declare that document Final, by 
prompting the system to liquidate the preceding requisition.  You’re making your PO the final document to be 
affected by the preceding Requisition, for less money than you originally authorized.  Please note, you can 
choose to finalize an entire document, or just a schedule. 
 
You can also reverse finalization of a PO by declaring the document “Unfinalized”.  The system then restores 
the original budgetary amount to the preceding documents (i.e., Requisition) that it previously liquidated, 
therefore, creating an additional pre-encumbrance that may not be needed. 
 
Example:  A Requisition was created in the dollar amount of $500.00.  It was processed into a PO for the dollar 
amount of $300.00.  Your budget currently reflects an encumbrance of $300.00 and a pre-encumbrance of 
$200.00.  If you finalize the Requisition, your Requisition becomes fully liquidated and your budget no longer 
reflects the $200.00 pre-encumbrance, only the $300.00 encumbrance.  If you decide to unfinalize the PO, your 
budget will again reflect the $200.00 pre-encumbrance, giving you $200.00 less to spend. 
 
It is important to understand that each time you finalize or undo a finalize, the Budget Checking process needs 
to be ran in order to adjust the budgets. 
 
Once the PO is created from a Requisition and if the Requisition is no longer needed, NEVER, NEVER, 
NEVER cancel or close the Requisition.  Finalize it from the PO Form page.  Never cancel or close a 
Requisition tied to an active PO. 
 
 
 
(The finalization steps apply to Requisitions copied to RFQ to PO and Requisition Releases copied to PO 
Releases as well.) 
 
 
 
 
 
 
 
Index: 
Finalizing from PO Form page – Instructions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page 7 
   (The extra documentation was done in an attempt to explain how the budget is affected with each process.) 
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To Finalize a Requisition: 
 
In order to view the budget activities, following is a screen shot of the (test) budget being utilized for this 
example.  Navigation:  Commitment Control, Review Budget Activities, Budget Inquiry, Budget Details. 
 

 
 
Budget activities before pre-encumbrance (Requisition) is processed: 
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Requisition 0900000038 was created in the amount of $50.00 (a pre-encumbrance of $50.00 has been 
generated). 
 

 
 
 
Once the Requisition has been budget checked, the Pre-Encumbrance ledger amount increased by $50.00 and 
the Available Budget decreased by $50.00: 
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Following, is a screen shot of the Req Accounting Entries.  Note the “REQ_PREENC” of $50.00. 
Navigation:  Purchasing, Requisitions, Review Requisition Information, Accounting Entries. 
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PO 0909000617 was created utilizing the “Copy From” hyperlink at the bottom of the PO Form page.  Note the 
dollar amount is $10.00 less than the Requisition: 
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Once the PO has been budget checked, the Pre-Encumbrance ledger amount decreased by $40.00, the 
Encumbrance ledger amount increased by $40.00, and the Available Budget remained the same.   
 

 
 
Since the PO was for a dollar amount less than the Requisition and the Requisition is not to be processed 
further, the available budget is currently $10.00 less than what it should be and the Pre-Encumbrance ledger 
amount is $10.00 greater than it should be.  In other words, your Pre-Encumbrance has not been fully 
liquidated. 
 
Following, is a screen shot of the Req Accounting Entries.  Note the “REQ_PREENC” of $50.00 and 
REVERSAL of $40.00 with the PO Number 0909000617 as the Reference Reversal ID. 
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In order to release the extra $10.00 from your pre-encumbrance and add it to your available budget, you can: 
 
1)  Change the Requisition amount to $40.00 and re-budget check; or 
2)  Finalize the Requisition from the PO Form page. 
 
I suggest finalizing the Requisition.  Once finalized, the pre-encumbrance amount will not change with changes 
in the PO.  For Example, later on, if the PO needed to be changed to $30.00, it would add another $10.00 to the 
pre-encumbrance.  If it’s finalized, it won’t. 
 
 
Finalizing the Req from the PO Form Page: 
 
Once the PO has been saved and budget checked, click on the pink icon next to the budget checking icon: 
 

 
 
You will receive the following message: 
 

 
 
Click Yes. 
 
Your Budget Status has now changed to “Not Chk’d”: 
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Budget Check the PO again.  Your Budget Status should return to “Valid”. 
 
Click on “Requisitions” hyperlink.  This will show the Requisition information associated with this PO and 
verify the Requisition has been finalized. 
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Once the PO has been budget checked, the Pre-Encumbrance ledger amount decreased by $10.00, the Available 
Budget increased by $10.00, and the Encumbrance ledger amount remained the same.  (The Pre-Encumbrance 
amount is now the same as before the pre-encumbrance was processed – page 2.) 
 

 
 
The Requisition Accounting Entries will now reflect a REQ_PREENC of $50.00 and a REVERSAL of $50.00 
(please note, “Reversal” does not mean only the Reversal from the PO, but the entire Reversal of the Pre-
Encumbrance - $40.00 was reversed to the PO, and $10.00 was reversed directly to your budget): 
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If you decide you do not want the Requisition finalized, click on the green icon next to the pink finalize 
document icon and this will unfinalize the document.  Save and budget check. 
 

 
 
Please Note:  this will create an outstanding pre-encumbrance of $10.00. 


