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CLOSE PO THROUGH RECONCILIATION WORKBENCH: 
 
Navigation:  Purchasing>Purchase Orders>Reconcile POs>Reconciliation Workbench 
 

 
 
Input your BU, Workbench ID and select the  Button. 
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Page has been split 
Input your beginning PO number and ending PO number and select the  button.  
It is very important that these numbers are correct or you could close PO you did not 
intend on.  If you are only processing 1 PO the beginning number and ending number 
will be the same. 
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From here you have a chance to include or exclude certain PO.  To exclude you need to 
de-select the checkmark.  In this case I have deselected the following. 
 

 
 
Select the  button. 
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There are two columns.  The first column is a list of PO’s that are not eligible to be 
closed, the second are those POs to be closed.  You can move a PO from the first column 
to the second column to overriding the criteria by selecting the PO number and then the 

button. By selecting the button you can view the reason the PO was not selected 
for closure.  Once you close the PO you can never use it again.  See appendix B for a 
list of criteria’s not met. 
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Select the return button to go back to the page. 
 
At this point you need to review the PO to be closed and then select the  button 
to begin the close process. 
 

   
 
 
Select the  button. This will take you back to the Reconciliation Workbench 
page.  NOTE:  You can eliminate a PO by selecting the  located to the right of the PO 
number to be closed.   
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You need to budget check the PO you have closed.  You can either budget check by PO 
or budget check your BU unit.  Budget checking will reduce your available encumbrance 
and return your funds to your budget. 
 
Navigation:  Purchasing>Purchase Orders>Budget check> 
 
Input your run control id and select the  button.   
 

 
 
Process Frequency should be always, select Value for your Unit option, Select Value for 
your PO ID option, input you BU # and PO ID and put in a description.  Select the 

 button 
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Select the  button.  Any encumbrance balance on the closed PO will be returned 
to your budget. 
 
 
 

 
 
The PO line status will be updated with a status of Closed and you PO Header status will 
be complete. 
 
Note-Your distribution line status will be updated to Completed and your Commitment 
Control Close Flag will be set Y. 
 
Note-On your PO accounting page your Closed Value on your PO will be set to Y. 
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APPENDIX A 
 
 
 
Old Value  Decription Converted Value 
515110  General Use 515XX0 account series 
515120  Accounting/Auditing Use 515XX0 account series 
515130  Legal Services Use 515XX0 account series 
515140  Medical Services Use 515XX0 account series 
515150  Architectural & Engineering Use 515XX0 account series 
515160  Data Processing Services Use 515XX0 account series 
515170  Contractual Administration Svcs Use 515XX0 account series 
515190  Professional Medical Practice Plan Use 515XX0 account series 
519000  Inter & Intra-Agency Payments For Personal Svcs. Use 515XX0 account series 
519110  Interagency Payments - Personal Services Use 515XX0 account series 
519120  Interagency Payments - Office Of Personnel Mgmt Use 515XX0 account series 
519210  Intra-Agency Payments - Personal Services Use 515XX0 account series 
529000  Inter & Intra-Agency Payments For Travel Use 521XX0 account series 
529110  Interagency Payments - Travel Expense Use 521XX0 account series 
529210  Intra-Agency Payment - Travel Expenses Use 521XX0 account series 
539000  Inter & Intra-Agency Payments For Admin Expense Use 531XX0 account series 
539110  Interagency Pymts - Administrative Exp. Use 531XX0 account series 
539120  Interagency Pymts - Data Processing Use 515XX0 account series 
539130  Interagency Pymts - Telecommunications Use 531130 
539140  Interagency Pymts - Risk Management Use 531310 
539150  Inter-Agency Payments - Printing Use 531150 
539160  Inter-Agency Payments - Motor Pool Use 521XX0 account series 
539210  Intra-Agency Pymts - Administrative Expense Use 531XX0 account series 
539220  Intra-Agency Pymts - Data Processing Use 515XX0 account series 
539230  Intra-Agency Payments - Telecommunications Use 531130 
539240  Intra-Agency Pymts - Risk Management Use 531310 
539250  Intra-Agency Pymts - Telecommunications Use 531130 
539260  Intra-Agency Payments - Motor Pool Use 521XX0 account series 
549000  Inter & Intra-Agency Pmts. - Prop.,Equip. & Debt Use 541XX0 account series 
549110  Interagency Pymts - Pfed Expenditures Use 541XX0 account series 
549210  Intraagency Pymts - Pfed Expenditures Use 541XX0 account series 
559210  Intra-Agcy Pymt - Asstce. & Pymts To Local Govt Use 559110 
590000  Reappropriation-Redesignation NOT USED FOR PAYMENTS 
599000  Budget Reduction-Reapprop. NOT USED FOR PAYMENTS 
569000  Inter-/Intra-Agency Pmts - Transfers & Other Disb. Use 56XXX0 ACCOUNTS 
569110  Inter-Agcy Pmts - Transfers & Other Disbursements Use 562XX0 series 
569210  Intra-Agcy Pmts - Transfers & Other Disbursements Use 562XX0 series 
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APENDIX B 
Criteria for PO’s to be closed. 
 

• Do not close POs that have inactive account numbers.  See Appendix A for list. 
o These will need to be processed through OSF 

• All vouchers associated with the PO must be posted. 
• The PO must be fully matched.  (The close process closes the whole PO.) 

• The quantity ordered for each line on the PO is less than or equal to the total quantity received and 
matched.  

• The quantity ordered is within the specified Close PO Under Quantity Percent Tolerance. 
• If the PO is distributed by quantity and all quantities have been matched. 
• If the PO is distributed by amount and the extended dollar amount has all been matched. 
• IF a line item has been canceled but all other lines are fully matched the PO header will never update 

fully matched but the PO will be eligible to close. 
• Last voucher was finaled. 
• If the PO is set up as no match but  receiving is required then before the PO will 

be eligible to be closed the receiving must either be turned off or the product must 
be received. 

• Do not close if you will need to use the PO again. 
• Closing the PO will remove it from the maintain PO list. 

 
 
 
MESSAGE DEFFINITION RESOLUTION 
The PO Line is tied to an active Voucher; 
therefore it may not be closed. 

There is a voucher that 
has not been posted.  
Therefore it may not be 
matched or budget 
checked. 

The voucher needs to be 
fully processed.  Budget 
check, matched and 
posted. 

POs with Receiving Required On though not 
received 

The PO is usually an AO 
set up as no match but the 
PO was set up as 
receiving required.  
Receiving was not done.  
When the voucher was 
created it was not required 
to go through matching so 
the voucher did not fail 
match. 

You can either process a 
receiver or turn receiving 
off. 
 
We prefer agencies begin 
using the receiving. 
 
 

The Purchase Order may not be closed 
because it has not been fully Matched. 

1. The PO was not fully 
received and/or paid and 
will not be. 
 
2. The PO will not fully 
match because the 
“Distribute By” selection 
(PO distribution page) was 
not fully utilized.  If the 
“Distribute By” is AMOUNT 
then you must fully match 
on amount.  If the 
“Distribute By” is 
QUANTITY then you must 

If you are sure you will not 
be using this PO again 
then you can override the 
criteria.  If you are not sure 
then you need to process a 
change order 
 
 On #1 you may want to 
process a change order. 
 On #2 if you have 
received all your quantities 
and the PO will not fully 
match it probably because 
it is “Distributed By” 
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fully match on quantity. 
 

 

AMOUNT and you have 
not fully utilized all of the 
PO line item(s) amount .  
You may want to override 
the criteria. 

 

  

 
 


