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.)

10f10

Finalizing a Req Processed to a PO.doc



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.

= Commitment Control
[ Define Control Budgets
=~ Review Budget Activities
= Budget Inguiry

— Budget Details

— Budgets Overiew

L e B e

Budget activities before pre-encumbrance (Requisition) is processed:

Budget Details

Class-
Business Linit Ledger Group Funding Bud Ref Budget Period
nannn ALLOT 19501 10 n& 2004
Ledger Amounts
Budget: 12874535005 USD Max Rows | 100
Expense: 4,586,054.53 5 USD Aftributes
Encumbrance: 3,082,561.69 5 USD _
Pre-Encumbrance: 122,256.76 5 USD Parent/ Children
Associated Budogets
Associate Revenue: Q.00 E zD
Available Budget
Without Tolerance: 5,073,662.02 E| sD Percent: (39.41 %)E Forecasts
With Tolerance: 5,073 6E62.02 E| zD Percent: (39.41%:) E|
Budget Exceptions
Exception Errors; 0  Exception Warnings: 118 Budnget Exceptions

) Faturn to Searchj E Moty :I
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Requisition 0900000038 was created in the amount of $50.00 (a pre-encumbrance of $50.00 has been
generated).

Form Y Schedule

Unit: 03000 Req ID: 0300000038

‘Req Date: [351092005 | B onign: [267 =] ¥ A X T &

I Hold From Further Processing

‘Requester: [LHARTIN Liga Martin (090}
Status: Approved Budget Status: valid Accounting Date: |U5IUQIZUU5 B ‘Currency: IUSD Dollar

Customnize | Find B First [ g o (M Last
Sel Line femID SS Fag 'f"‘)eess": Description Agency Req Nbr ReqOty 'UOM  Category  Price ShipTe  Status
Staples Duo-Fast#3112C, =h l— i
W 1 02658010020 O Q Sizn E‘g 10,0000 BOX QL 02658010 5.00000 IDQUUU L Active
Total Amt: 50,00 UsD Total Basel:mt: 50.00 UsD
‘Goto: Header Defaults Header Comments e Search lterm Detail Line Defaults Line Details
Catalag Line Comments  Sourcing Contrgls | ~More.. =

B save] (QLRetun to Search | [ElNotify | [ Refresh |

Form | Schedule

Once the Requisition has been budget checked, the Pre-Encumbrance ledger amount increased by $50.00 and
the Available Budget decreased by $50.00:

Budget Details

Businl % Unit Ledger Group Bud Ref Budget Period

05000 ALLOT 194801 10 ns 2005

Budget: 12,874,535.00 5 USD MaxRows | 100

Expense: 4,586,054.53 & USD Atributes

Encumbrance: 3,092,561.69 & USD

Pre-Encumbrance: 122,306.76 § USD Parent/ Children
Aszsociated Budgets

Associate Revenue: 0.00 5 uso

Without Tolerance: 5073,612.02/5 USD  Percent:  39.41%) 5 Forecasts

With Tolerance: D 6073612025 USD  Percent: (39 41%) 57

Budget Exceptions

Exception Errors: 0 Exception Warnings: 118 Budget Exceptions

) Retun to Search:l EMotify :I
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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.

~ Purchasing
~ Reguisitions
[ Reconcile Reguisitions
= Review Requisition
Information
— RBequisitions

— Accaunting Entties
— WAl A e bk

{ Requisition Accounting Entries

“Unit: [pa000” @ ‘pequp: [pDOODOOZE @

Requester:  LWARTIN

Go to Requisition Inguiry

Change Order:

‘Accounting Line View | Standard j ‘CommitmentControl Ledger IALLOT Q Y
Option: Group:

Accounting Entries C mize | Find [ View &1l | B First [ 1 or 1 D] Last

Details = =
] . . Fund Class- Monetary Closed . Fiscal Reference
VI Line Sched Dist GL Unit e e—— | Bud Ref Budget Period e
Trans Type Line Sched Dist GL Unit  Account Tupe Fundin Dept Bud Ref Amount  Value Budget Period Year Journal ID Reversal ID
REQ_PREEMC 1 1 109000 13501 10 1} a0 M 2005 2005 0001984678
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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:

[/ POForm Y\ Schedule

oo
Unit: 08000 PO: (0909000617 'PO Date: 0510872005 X el
Vendor: ISTAPLES IM-001 3 ID: IUUUUUS?Q’]Q Qg Lookup Details ‘Buyer: ILMARTW QL Lisa Martin (090
PO Status: Pend Appr Receipt: MotRecvd  Budget Status: valid Doc Tol Status: valid
First [ 1 o7 1 ]

. Line Sole A .
Sl T i v Agency Req Nbr UOM - Lategory Amount Luir status
Sel Line tem SS Hag Source Type Description Augency Req Nbr PO Oty UomM  Cateqol Amount Curr Status
1 [ozessoionzo Q r Q [staples Duo-Fast = B [ rooo00 [Box @ ozess010 40.00 USD Active =
Merchandise: 40,00 Adj Amt: 0005 Total Amount: 40.00 USD Backorder Status: None
'Goto: Header Details Defaults lterm Search Header Comments Line Details  Reduisitions

Copy Frarm Kit Catalog Line Comments | More .. j

Import Agency Req. & Sole Source Info. |

ESave QReturnto Search) E|Notify ) zRefresh)
PO Form | Schedule
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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.

Budget Details

Class-

Business Unit Ledger Group Funding Bud Ref Budget Period

ujelafula] ALLOT 19501 10 04 2005

Ledger Amounts

Budget: 12,874 535005 USD Max Rows | 100
Expense: 4,586,054.53 5 USD Attributes
Encumbrance: < 3,092 601 63 & USD .
Pre-Encumbrance: D 122,266.76 5 USD Parent/ Children

Aszsaciated Budgets

Associate Revenue: 0.oo0 E| UsD
Available Budget

Without Tolerance: I: 5073612025 USD Percent: {39.41%) & Forecasts
With Tolerance: 5073612025 UsSD Percent: (30.41% 5

Budget Exceptions

Exception Errors: 0 Exception Warnings: 118 Budget Exceptions

QReturnto Search}l ElNutiﬁ,r j

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.

/ Requisition Accounting Entries

“Unit: IUQUUU Q. *ReqID: IUE’UUDDDME= QU Goto Reauisition Inauiry

Requester: | MARTIN Change Order:

“Accounting Line View [Standard =] *CommitmentControl Ledger WO\ %
Option: Group:

Custornize | Find | view Al | B First (0 1002 [P Last
Detalls
Trans Type Line Sched Dist GL Unit Account fund {:Iai Dept Bud Ref Monetanytiosed Budget Period fscal Journal ID HeRrence
Type  Funding Amount  Value Year Reversal ID
REQ_PREEMZ 1 1 108000 19501 10 04 a0 M 2005 2005 0001924678
REVERSAL 1 1 1 09000 195801 10 05 40 M 2004 2005 0001984679 0909000617
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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:

/ POForm Y Schedule

o
Unit: 09000 PO: 0909000617 'PO Date: 0510912005 5 X e
Vendor: ISTAPLESlN-UU'] Q D IUUUUUﬁTQ'IQ a Lookup Details ‘Buyer: ILMARTlN Q Lisa Martin (080)
PO Status: Pend Appr Receipt: MotRecvd  Budget Status: valid Doc Tol Status: alid
Customize | Find |view All| B8 First ({4 or 1 [ Last

. Line Sole Ao .
€l Line ftem > Hag —!EI Description Agency Req Nbr UM Lateqgory Amount Lurr status
Sel Line ltem SS Fla: Source Tupe Description Agency Req Nbr PO Oty UoM  Cateqol Amount Curr Status
™ 1 [ozese010020 QO Q@ [staples Duo-Fast = B [ 100000 [Box @ 02658010 40.00 USD Active =
Merchandise: 40.00  Adj Amt: 0005 Total Amount: 40.00 UsSD  Backorder Status: Mone
'‘Goto: Header Details Defaults lterm Search Header Comments Line Details  Redquisitions

Copy Frarn Kit Catalog Line Comrents | Mare .. -

Impoart Agency Req. & Sole Source Info. |

ﬁ Sawe QReturn to Search) E'Notify ) fo Refresh )
FO Form | Schedule

You will receive the following message:

3

This action will finalize all eligible distributions for this PO, Continue? (10200,335)

Yes [l

Click Yes.

Your Budget Status has now changed to “Not Chk’d”:
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{ POForm Y Schedule

Unit: 09000

Vendor: |STAPLES IN-001 3

PO: 0909000617

po Date:[050az00s [ Y A X 0 B FH B

1p; 0000067618 QT | qokup Details *Buyer: [LMARTIN & Lisa Martin (090}
PO Status: Pend Appr Receipt: Mot Recvd

Budget Status: rot Chik'd Doc Tol Status: valid
SSHa Line Sole

tem Saufce Tvbe Description
0O 1 |02658010020 Q

Customize | Find | !

g BB First [ oo g [P Last
Agency Req Nbr PO Oty ‘WOM  Category Amount Curr Status
(W %Btaples Duo-Fast = B |

10.0000 IEIO}{ O, 02658010

40.00 USD Active =

Merchandise: 40.00  Adj Amt:

0005  Total Amount:
‘Goto: Header Details

40.00 USD Backorder Status: Mone
Copy From

Defaults lterm Search Header Comments
Kit

Line Details  Requisitions
Catalog Line Comments |..mare . =
Impart Agency Req. & Sole Source Infa. |
ﬁSave]

Q Return to Search | [E Notifty | |4 Refresh |
FO Form | Schedule

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.

Requisition Details -- STAPLES IN-001

Business Unit: osooo Purchase Order: 0909000617

Requisition Details

- )| | B First El 1ef 1 El Last
Feguestor Details
Line Sched Dist Request Req ID Red Red Req PO Oty Amount Req Amount Req Gty
= - - BU Line Sched Distr
1 1 1 09000 09000000385 1 1 1 10.0000 pruaTa e a0.000  10.0000
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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.)

Budget Details

Class-

Business Unit Ledger Group Funding Bud Ref Budget Period

05000 ALLOT 1894501 10 na 2005

Ledger Amounts k

Buiget: 12,674,535.00 5 usD Max Rows | 100
Expense; 4,506,054.53 5 USD Attributes
Encumbrance: 3,092,601 68 & USD _
Pre-Encumbrance: D 122,256.76 & USD Parentf Children

Aszsaciated Budgets

Associate Revenue: 0.oo E zD

fAvailable Budget
Withowt Tolerance: D 5073622025 usD Percent: 30.41%) 5 Forecasts
With Tolerance:

6073622025 USD  Percent  (3g.41%) 5

Budget Exceptions

Exception Errors: 0 Exception Warnings: 118 Budiet Exceptions

2 Retum to Search) (=7 Matify j

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):

{ Requisition Accounting Entries

“Unit: |'39'JUU QU ReqID: |UE’UUUUUD38 U Goto Requisition Inguiry

Requester:  LWMARTIN Change Order:
*Accounting Line View |Standard j ‘CommitmentContrel Ledger IALLOT Q %
Option: Group:
Accounting Entries
Details =]
. . . Fund Class- Monetary Closed . Fiscal Reference
[ LISt = = ] [
Trans Type Line Sched Dist GL Unit Account Tyne Fundin Dept Bud Ref Amount Value Budet Period Year Journal ID Reversal ID
REQ_PREENC 1 1 109000 19501 10 05 0N 2005 2005 0001984678
REVERSAL 1 1 109000 19501 10 03 =50 M 2005 2005 0001984679 0909000617
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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.

{ POForm Y Schedule

P
Unit: 08000 PO: 0809000617 'PO Date: 0510872005 [ X i
Vendor: ISTAPLESW-UU’] Q ID: IUUUUUE?Q’]Q 6} Lookup Details ‘Buyer: ILMARTW QU Lisa Martin (080)
PO Status: Pend Appr Receipt: Mot Recvd  Budget Status: 'alid Doc Tol Status: valid
sto e ] First E 1af 1 E Last
. Line Sole Ferr .
ENIEFLENT G L Agency Req Nbr Ui ateqory Lurr St3
el Line tem SS FHaa Source Type Description Agency Req Nbr PO Oty UoM  Catego Amount Curr Status
1 [oze58010020 ar Q, [staples Duo-Fast = B [ 100000 [Box @ 02658010 20.00 USD Active =
Merchandise: 20,00 Adj Amt: no0E  Total Amount: 20,00 USD Backorder Status: Mone
‘Goto: Header Details Defaults ltern Search Header Comments Line Details  Reduisitions
Copy From Kit Catalog Line Comments | More ...

Import Agency Req. & Sole Source Info. |
QReturnto Search) E|Notify ) zRefresh)
FO Farm | Schedule

E Save

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