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CLOSE PO THROUGH RECONCILIATION WORKBENCH:

Overview

The Purchase Order should be closed before the Requisition; if for some reason the
Requisition needs to be closed first, make sure the PO has been finaled so any changes
made will not effect the Requisition.

Closing the Purchase Order will complete the Purchase Order process and release
available encumbrances. Once a Purchase Order has been closed it cannot be opened
again. (DO NOT CLOSE A PO IF YOU EVER INTEND ON USING IT AGAIN)

If the Purchase Order is associated with a Requisition and is not finaled, any available
encumbrance will be reinstated on the Requisition (pre-encumbrance). This is not a
problem as long as you intend on closing the Requisition. If for some reason you are not
going to close the Requisition then final the Purchase Order.

Prior to closing a Purchase Order, the PO accounting page should be reconciled to the PO
activity page. This will help ensure that all vouchers associated with the PO have been
budget checked and matched. (This will not identify outstanding invoices that have not
been entered into People Soft.)

Navigation: Purchasing>Purchase Orders>Reconcile POs>Reconciliation
Workbench

Reconciliation WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a Mew Valug

Business Unit: |= - |oaooo QJ

workBench ID: | begins with v | [warkhench

Description: | begins with j I

" case Sensitive

Search | | Clear | Basic Search [g) Save Search Criteria

Input your BU, Workbench ID and select the Search | Button. If it is the first time a
user has run this process, a Run Control ID will need to be created.
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Reconciliation WorkBench
Filter Options

Business Unit: 09000 WorkBench ID: WORKBEMCH
Description:

warkbench

Enter search criteria and click on Search. Leave blank far all values.

Search Criteria

Purchase Crder: " To: l
PO Date: L [ E
ActivityDate: | B To: !
Due Date: I— i To: I— El
Request BL: I— Q Requisition ID: I— Q
Vendor ID: I— Q

ftem I0: | Q
Buyer: I Q
Contract SetiD: | Q
Contract ID: | Q
rY - =
Releas NllllllﬁF.I‘ "Q__ SR e e o M
T wat e,
: I Q b
GPO D -
GPO Contract: | -
#*
b
[~ open ™ Approved ™ pispatched I cancelled :
4
[~ Required [~ Not Required -
" Not Received " Partially Received  Fully Received {
(] Required [~ Not Required ,
' None ' Partial Match ' Fully Matched J
A
I Open Encumbrances
Chartfields [of?
. Sub- Class- . . . .
GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDAZ Program  Project Oper Unit Affiliate Fund Af
Q al la] a Q| Y Y Q| Q| [ Q| Q (
£
Search |Return to Reconciliation WorkBench o«
b
ENatity i

This is the Filter Option Page. This page allows the user to enter selection criteria for the
Purchase Order to display on the Purchase Order Reconciliation Workbench Page.
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Input your beginning PO number and ending PO number and select the = Search |
button. If you are only processing 1 PO, the beginning number and ending number will
be the same.

Reconciliation WorkBench
Business Unit: 08000 WorkBench ID: WORKBENGH

‘Description: |Iworkbench

Select POs for Further Processing
List of Purchase Orders

Detail Y  Cther

Purchase Order g;)a(;us PO Status Hold PO Date Last Activity Vendor ID Buyer m ﬁrﬂg gnket Lines
[V 0809000001 E| Dispatched MW 1118/2003 071852004 0000001100 Jim Bratkavich Mo Match 20 E'
[V 0909000002 J Dispatched M 114192003 11/20i2003 0000072246 Jim Bratkovich  Standard =
v 0909000003 E| Dispatched M 11/20/2003 1172002003 0000075225 Jim Bratkovich Mo Match 1 =
v 0909000005 B Dispatched M 11/26/2003 1270172003 0000064215 Jim Bratkovich Mo Match =
v 0909000006 E| Dispatched M 12/01/2003 1270212003 0000061412 Jim Bratkovich Mo Match =
[V 0909000007 E| Dispatched M 12/02i2003 1270212003 0000061412 Jim Bratkavich Mo Match =
[V 0809000003 E| Dispatched MW 12/04/2003 12/04/2003 0000189478 Jim Bratkovich Mo Match =
[+ 0909000009 J Dispatched M 12/06/2003 12122003 ooooooossn Jim Bratkovich Mo Match =
v 0409000010 B Dispatched N 12/06/2003 1270872003 0000000580 Jim Bratkovich Mo Match E‘
v 0909000011 B Dispatched M 12/09/2003 1211072003 0000072236 Jim Bratkovich  Standard =

¥ geiectal L clearal

Action: Approve | Unapprovel Cancel Close Dispatch Preview

Go To: Setfilter options  Process Reguest Options Process Monitor  Wiew Processing Results

Select the hyperlink to view all the Purchase Orders selected.

Reconciliation WorkBench
Business Unit: 09000 WorkBench ID: WORKBENCH

‘Description: |w0rkb ench

Select POs for Further Processing

List of Purchase Orders ] i
[~ betal Y Other =W 0
Purchase Order g;)actus PO Status Hold PO Date Last Activity Vendor ID Buyer ﬁ ﬁ?ﬁ g"kﬂ Lines
W 0903000001 E| Dispatched N 1118/2003 071872004 0000001100 Jim Bratkovich Mo Match 20 |§|
v 0909000002 E| Dispatched M 11192003 1172002003 0000072246  Jim Bratkovich  Standard =
[v 0909000003 E| Dispatched M 1142002003 1172002003 0000075225 Jim Bratkavich Mo Match 1 =
v 0903000005 E| Dispatched N 11026/2003 1270172003 0000064215 Jim Bratkovich Mo Match =
v 0909000006 E| Dispatched M 12i0172003 1270252003 0000061412 Jim Bratkovich Mo Match E‘
[v 0909000007 E| Dispatched M 1200202003 12/0252003 0000061412 Jim Bratkavich Mo Match E‘
v 0909000008 E Dispatched N 12/04/2003 1270452003 0000189478 Jim Bratkovich Mo Match =
v 0909000009 B Dispatched M 12/068/2003 1211252003 0000000580 Jim Bratkovich Mo Match =
[v 0909000010 E Dispatched M 12/06/2003 1270872003 0000000580 Jim Bratkavich Mo Match =
[+ 0909000011 J Dispatched M 120092003 12M10/2003 0000072236 Jirm Bratkovich  Standard =
v 0909000012 B Dispatched M 12/09/2003 1211072003 0000072236 Jim Bratkovich  Standard =
[V 0909000013 E| Dispatched M 120972003 0172172004 0000072236 Jim Bratkavich  Standard 2 =
Feraoaneentd, . [os Diseatched K. 120092003..9 223(2007 AA000071460 it Bratkovich, - Stesdges =
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v ispatche andar =
[+ 0909000029 E| Dispatched N 020652004 0471952004 00000658164 gﬁssr?erd Standard =
[+ 0809000090 J Dispatched N 0210772004 0210972004 noooooozan Jirm Bratkavich  Standard =
[+ 0909000091 J Dispatched N 0210772004 06/04/2004 00000744345 Jirm Bratkavich  Standard =
[+ 0809000092 J Dispatched N 0211042004 11/03/2005 0000061412 gﬁs;r?erd Standard 2 =
[+ 0809000094 J Dispatched N 0211142004 021252004 0000061412 gﬁs;r?erd Standard =
[+ 0809000095 J Dispatched N 021112004  03/01/2004 nooo18ayaq gr?g;?r?erd Standard =
[+ 0909000096 j Dispatched N 0211252004 021772004 0000014268 gﬁg;r?erd Standard E‘
[ ispatche andar =
[+ 0909000097 E| Dispatched N 02/13/2004  03/26/2004 0000179850 gﬁgsr?erd Standard =
v ispatche andar =
[+ 0909000099 E| Dispatched N 0211372004 0471652004 0000043338 gﬁssr?erd Standard '=
[ ispatche andar =
[+ 0909000100 E| Dispatched M 0271372004 031952004 oooooraz4o gﬁssr?erd Standard =

¥l celectan L clearmn

Action: Apprave | Unapprovel Cancel Close Dispatch Preview

Go To: Setfilter options  Process Reguest Options Process Monitor  View Processing Results
Save |

[ Natify

From here the user has a chance to exclude certain PO(s). In helping to exclude certain
PO, there are Hyperlinks that will assist the user in reviewing the data.
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Select the IinesE| icon located to the right of the Purchase Order Line.

Reconciliation WorkBench
Purchase Order Lines

Business Unit: 0aoon WorkBench ID: WORKBENCH
Description: G e nen
Purchase Order: 0909000001

Select POs for Further Processing

List of Purchase Order Lines

Details Contract Info

Line Status ttem ID Description CategoryID RecvReqd RFQ ID RFQ Line
W 1 Active Authotity Order 17196 M
¥ 2 Active Autharity Order 171496 I
V3 Active Authotity Order 17196 M
¥ 4  Active Autharity Order 171496 I
W 5 Active Authotity Order 17196 M
W B  Active Autharity Order 17196 I
VI Active Authotity Order 17196 M
W 2  Active Autharity Order 17196 I
¥ select all C clear ail

Eeturn to Reconciliation YWarkBench

ElNotity |
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Select the hyperlink number located under the line heading. This will open the
Schedule Page as seen below.

From here you can go to the Receiver or Maintain Distribution.

Reconciliation WorkBench
Purchase Order Schedules

Business Unit: 19000 WaorkBench ID: WORKBEMNCH

Description: wirkbench
Purchase Order: Q908000001
Line: 1

Select FPOs= for Further Processing

List of Purchase Order Schedules Customize | Find | view A 58 First (4 o 1 [ Last
Schedules More Details | [F=H

Close PO Under L Maintain
Sched Status Due Date PO Oty Percent Tol Receiving Amount Currency Distributions
V1 Active 11418/2003 1.0000 [ 5550.00 USD %

W selectal L clearal

Return to Purchase Order Lines

Y .
Select the tab.
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Reconciliation WorkBench
Purchase Order Schedules

Business Unit: 03000 WorkBench Il WoORKBERCH

Description: workbench

Purchase Order: 0905000001

Line: 1

Select POs for Further Processing

List of Purchase Order ; - 1 - -
Schedules All| &s First [4] 1 of 1 [+ Last
Schedules More Details
Sched Status Base Amount Base Currency  Matching Match Status PO

W 1 Active 555000 USD Mo Match nmatched

W selectal L clearal

Feturn to Purchase Order Lines

ETMotity |

Note the Match Status. If matching is required, the Purchase Order must be fully
matched or an exception will be received.
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Select the number hyperlink located under the “Sched Heading”. This will open the
Distribution Page as seen on the next page.

Reconciliation WorkBench
Purchase Order Distributions

Business Unit: 0agon WorkBench ID: WORKBENCH
Description:

workbench
Purchase Order: 0909000001

Line: 1 Sched: 1

Do -y B, b

Select POs for Further Processing
List of Purchase Order Distributions

r Distributions Y Mors Detalls | Requisition

. _ Sub- Class- J
Dist Status POOt  Amount Currency GLUnit Account S = FundType £ oo~ Dept Buil Ry 1
=2 1 Open A550.00 USD 09000 601100 1000 19401 1000085 04

¥l geectan  Cloiearan

o — Ayt AN,

Return to Purchase Order Schedules

Select the Eeturtito Purchase Order Schedules hyperlink.

Reconciliation WorkBench
Purchase Order Schedules

Business Unit: 19000 WorkBench ID: WORKBEMCH
Description: workbench
Purchase Order: 0809000001
Line: 1

Select POs for Further Processing

List of Purchase Order Schedules

; Schedules '|: Mare Detailz '|

Close PO Under o Maintain
Percent Tol Gl Amouwt Currency Distributions

V1 Active 111872002 1.0000 == 5550.00 USD &Y

Sched Status Due Date PO Gty

W selectal L Clearal

Return to Purchase Order Lines

Select the Eeturnto Purchase OrderLines  hyperlink.
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Reconciliation WorkBench
Purchase Order Lines

Business Unit: 058000 WorkBench ID: "WORKBENCH
Description: workbench

Purchase Order: 0909000001

Select POs for Further Processing

List of Purchase Order Lines

| Details Y Comractinfo \ v
Line Status Item ID Description CategoryID RecvReqd RFQID RFQ Line
W 1  Active Autharity Order 17156 M
W 2  Active Authority Order 17156 M
W 3  Active Authority Order 17156 M
W 4  Active Authority Order 17156 M
W 5  Active Authority Order 17156 M
W & Active Authority Order 17156 M
W I  Active Authority Order 17156 M
W 2 Active Authority Order 17156 M
¥ gelectan L Clearan

Eeturn to Beconciliation WorkBench

EMatify

Feturn to Reconciliation WorkBench

Select the hyperlink.

Reconciliation WorkBench
Business Unit: nanno WorkBench ID: \WORKBEMCH

‘Description: |w0rkben ch

Select POs for Further Processing

List of Purchase Orders i d 1
[ Detal Y other W\ [FeH
Purchase Order gfa(;us PO Status Hold PO Date Last Activity Vendor ID Buyer ﬁ %&Iﬁ gnket Lines

v 0909000001 E Dispatched M 1118/2003 071872004 0000001100 Jim Bratkovich Mo Match 20 E|
[v 0909000002 E| Dispatched M 11192003 1172002003 0000072246  Jim Bratkovich  Standard =
[+ 0909000003 J Dispatched M 1142002003 11/20i2003 0000075225 Jirn Bratkovich Mo Match 1 =
W 0903000005 B Dispatched M 11r26/2003 1270172003 0000064215 Jim Bratkovich Mo Match =
v 0909000006 E| Dispatched M 1210172003 1270252003 0000061412 Jim Bratkovich Mo Match =
[v 0909000007 E| Dispatched M 120022003 12/0252003 0000061412 Jim Bratkovich Mo Match =
[+ 0909000008 J Dispatched M 12¢04/2003 12/04/2003 0000189478 Jirn Bratkovich Mo Match =
W 09030000039 B Dispatched M 1206/2003 1211212003 0000000580  Jim Bratkovich Mo Match =
[w 0909000010 E| Dispatched M 12106/2003 1270872003 0000000580  Jim Bratkovich Mo Match =
[v 0909000011 E| Dispatched M 120952003 121052003 0000072236 Jim Bratkovich  Standard =

M seiectan L clearan

Action: Approve | Unapprove | Cancel Close Dispatch Preview:

Go To: Setfilter options Process Request Options Process Monitor  View Processing Results
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Select the E tab.

Reconciliation WorkBench
Business Unit: 09000 WorkBench ID: WORKBEMCH

‘Description: |w0 tkbench

Select POs for Further Processing

List of Purchase Orders Customize | Find | Yiew All | Download First (4] 1.10015e B Last
Detail Other
Purchase Order g:a(;us PO Status Hold ﬁﬂ g‘—%rder Budget Status :‘—%g_l et ?oo::el:::z:: 221:1?;0 Edit the PO?
Status Summary
W ogogoooont [ (ispatched) MotRecvd  Mone walid gl &
[V 0909000002 j Dispatched W Mot Recvd Mone Walid Walid Walid @ &
[V 0909000003 j Dispatched N Mot Recvd Mone Walid Walid Walid @ l
[V 0909000005 j Dispatched M Mot Recvd Mone Walid Walid Walid @ &
¥ 0909000006 j Dispatched N Mot Recvd Mone Walid Walid Walid @ l
¥ 0309000007 j Dispatched b Mot Recvd Mone Walid Walid Walid @ &
[ 0909000008 j Dispatched b Mot Recvd Mone Walid Walid Walid @ &
[+ 0909000009 j Dispatched b Mot Recvd Mone Walid Walid Walid @ &
[¥ 0909000010 j Dispatched M Mot Recvd Maone Walid Walid Walid @ i
¥ 0909000011 j Dispatched M Mot Recvd Mone Walid Walid Walid @ L
Migeiectan [ clearan
Action: Approve | Unapprovel Cancel Close Dispatch Preview

To close a Purchase Order:

The PO Status must be “Dispatched”

The Budget Status must be “Valid”

The Document Tolerance Status must be “Valid”

If the PO does not have all the statuses, then de-select the radio ¥ button located to the
left of the Purchase Order line (this will clear the check mark).

Select the Go to PO Activity & jcon.
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Activity summary
Unit: 09000  PO: 0908000001 Vendor: AUTHORITY ORDER PO Status:  Dispatched
YERDOR
Line [ltem Item Description uom Order Gty Amount Ordered Amount Only

W 1 Autharity Order S 1.0000 45450.000 W
- 2 Autharity Qrder SLUIM 1.0000 F500.000 ~
Il 3 Authority Crder S 1.0000 4800.000 I
[l 4 Autharity Order S 1.0000 2000.000 =
- ] Autharity Order S 1.0000 28200.000 W
- 4 Autharity Qrder SLUIM 1.0000 3200.000 ~
Amit Revd: 0.000 Oty lwed: 46.00 Cty Michd: 0.0000

Amt Inved: 5525390 At Mtchl: 0.o00
Receipt Invaice htatching Open Gty: 0.00o00 Open Amit: 24610

) Retumn to Search] EThotity J

This brings up a new window. To close it, select the %l in the upper right hand corner.

Select the Edit the PO & icon.

-+
POForm | Schedule | 4
Unit: 09000 PO: 0903000001 Chng Order: 20 'PODate:|11f13f2003 [z AX j
Vendor: IAO-DD1 ‘I IDDDUDD’Hﬂﬂ ﬂ Lookup Details ‘Buyer: IJBRATKOWCH Jirn Bratkavich b
PO Status: Dispatched Receipt: MotRecyd  Budget Status: valid Doc Tol Status: Valid )

1

Sel Line ftem SSFag  SMeS0R  pescription Adeney Req Nbx poaty ¢
[ r [ A Authority Order [ R 108,
o2 O [ @ Authority Order [ B 1.00;‘
roa [ [ @ authority order B 1.000
[ m [ @ authority order & 1008
s r [ A Authority Order [ R 1.DDI
r s O [ @ Authority Order [ B 1.008
Merchandise: 139000.00  Adj Amt: 000 Total Amount: 139000.00 USD Backorder Status: Mone

"Goto: Header Details Cefaults ltern Search Header Comments. .. Line Details  Requisitions

Copy From Kit Catalog Line Comments - More .. =]

ﬁ Sawe QReturn to Search) ElNutify ) ‘zRefreshJ
PO Form | Echedule

-u..\‘._)&."'hq.g\‘ —

This brings up a new window (Maintain Purchase Orders). To close the window select
the ' %I in the upper right hand corner.

Purchasing-Close Purchase Orders 13




Reconciliation WorkBench
Business Unit: 09000

‘Description: |w0rkbench

Select POs for Further Processing

List of Purchase Orders

WorkBench ID: WORKBEMNCH

Detail Other

Doc
Purchase Order Status PO Status Hold

0908000001
I 0908000002
¢ 0909000003
I 0908000005
I 0909000006
I 0908000007
¥ 0909000008
I 0908000008
¢ 0909000010
I 0909000011

Dispatched M
Dispatched M
Dispatched N
Dispatched M
Dispatched M
Dispatched M
Dispatched M
Dispatched M
Dispatched N
Dispatched M

3 A A A A o A A Y

Wl zeiectan L clearal

Action: Approve | Unapprovel Cancel |

Receipt

— Status

Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd
Mot Recvd

L%r(ler Budget Status :t—%u_l et
MNone Walid Walid
Mone Walid Walid
Mone Walid Walid
Mone Walid Walid
MNone Walid Walid
Mone Walid Walid
MNone Walid Walid
Mone Walid Walid
Mone Walid Walid
Mone Walid Walid
Dispatch | Preview |

Close |

Document

Tolerance
Status

Yalid
Yalid
Yalid
Yalid
Yalid
Yalid
Yalid
Yalid
Yalid
Yalid

Summary

PHEELBEEREE

Edit the PO?

LR

To exclude a Purchase Order, the user needs to de-select the checkmark located to the

left of the Purchase Order Number.

In this example, the following PO numbers without a checkmark have been deselected.

0904000001
0904000002
0904000003
0904000005
0904000006
0904000007
0904000008
0904000004
0904000010
0904000011

ORXOROROROA

Select the __S'2%2__ | putton.
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Reconciliation WorkBench
Processing Results
Business Unit: Q8000 WorkBench ID: 'WoORKBEMCH

‘Description: |Iwurkt:uench

Select POs for Further Processing

Accounting Date for Action: IUEI2 512006 [+

{qualified Find | Yiew All | Download 1-3 of 72

Not Qualified

PO ID Log B PO ID Line Sched Distrib Line
[~ 0908000003 52 tan3ononoos =]
[ 0909000006 g el =]
090800001 2
[~ 0909000014 e =]
0908000013 =]
[ 0909000015 g
0908000016 =]
[~ 0909000027 e 0908000017 =
[~ 0809000041 (2] TR0 =
0908000020 =]

W celectal  Lclear Al

Proceed:  ‘es | Mo |ReturntnRecnnciliatiunWDrkElench

This page is the Results section. There is a Not Qualified and a Qualified section. Notice
the Purchase Orders that were deselected are not in the results. The Not Qualified section
is a list of PO’s that are not eligible to be closed, the Qualified section are those POs to be
closed. You can move a PO from the first column to the second column to override the
Not Qualified Status by clicking the empty radio ¥ button located to the left of the PO
number and then the »!button.

By selecting the Flicon you can view the reason the PO was not selected for closure.
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Select the F& icon.

Reconciliation WorkBench

Purchase Order Logs

Business Unit: as000 WorkBench ID; 'WORKBEMCH
Description:

Purchase Order: 0309000003

Line Sched Dist WMessage Text
2 1 Fs with Receiving Required On though not
received.
3 1 FOs with Receiving Required On though not
received.
4 1 F s with Receiving Required On though not
received.

Return |

Select the P21 | putton.

Purchasing-Close Purchase Orders
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Reconciliation WorkBench

Processing Results
Business Unit: naooo WorkBench I WORKBENCH

‘Description: workbench

Select POs for Further Processing

E' PO D Line Sched Distrib Line
[ 0809000003 2] 0903000008 @
[ 0909000006 e 0308000010 =
09080000132
[ 0909000014 = =]
0908000013 =
[T 0209000015 L
- 0908000016 =]
0908000027
. 0908000017 =]
[T 0909000041 (B2 0909000015 =
I_ 09090000645 E 0909000099 El
0908000020 =]

¥ gelectal  Llciear il

Proceed:  es | Mo |ReturntnRecnnciliatinanrkElench

The user can delete a Qualified Purchase Order by selecting the [=/icon located to the
right of the Purchase Order number.
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Reconciliation WorkBench
Processing Results
Business Unit: ogo0o WorkBench ID: ‘\WORKBEMCH

‘Description: |wu:|rkhen|:h

Select POs for Further Processing

Accounting Date for Action: IUEJ@BJ@UUE ]

Not Qualified f, Lovnloan
PO D Log 5 POID Line Sched Distrib Line
[ 0909000003 A 0803000010 [=]
[ 0909000006 = 0303000083 =]
0908000071
[~ 090900001 4 = =]
0908000055 =]
[ 0909000015 =
0908000095 =]
[ 0909000027 = 0905000096 B
[~ 0909000041 B3 0909000097 =
|_ 09090000645 E 0909000099 El
0808000100 =]

¥ gelectall  Llclear Al

Proceed:  'es | Mo |ReturntnRecnnciliatinanrkElench

Notice several PO have been deleted.

Select the il button to begin the close process.

Continue to Cloge POs. (10224 10)

es | Mo |

Select the il button. This will take you back to the Reconciliation Workbench
page.
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Reconciliation WorkBench
Business Unit: 0s000 WorkBench ID: WORKBENMCH

‘Description: |Iworkbench

Select POs for Further Processing
List of Purchase Orders

Detail Cther

Purchase Order g‘?a(;us PO Status Hold PO Date Last Activity Vendor ID Buyer ﬁ %&E gnket Lines
[~ 0908000001 E| Dispatched N 1111872003 0711952004 00oo0o1100 Jirn Bratkovich Mo Match 20 E‘
[~ 0909000002 B Dispatched N 111972003 11/2042003 0000072246 Jim Bratkovich  Standard =
[¥ 0909000003 A Dispatched N 1172072003 11/2062003 0000075225 Jim Bratkovich Mo Match 1 =
[~ 0908000005 E| Dispatched M 1172602003 12/01r2003 00000642145 Jirn Bratkovich Mo Match =
[ 0909000006 B Dispatched M 12/0172003 120242003 0000061412 Jitm Bratkavich - Mo Match =
[~ 0909000007 a Dispatched N 12/0272003 12022003 0000061412 Jim Bratkovich Mo Mateh =
¥ 0908000008 E| Dispatched N 1210452003 12/04r2003 0000189478 Jirn Bratkovich Mo Match =
[~ 0909000009 B Dispatched M 12/0672003 121242003 0000000580 Jim Bratkovich Mo Mateh =
[+ 0909000010 A N 12/062003 02282006 0000000380 Jim Bratkavich Mo Mateh =
[~ 0908000011 E| Dispatched M 1200972003 1211002003 0000072236 Jirn Bratkovich  Standard =

M gelectal L ciearan

Action: Approve | Unapprovel Cancel | Cloge Dispatch Preview

Go To: Setfilter options  Process Request Options Process Monitor  Wiew Processing Result

The PO Status is Complete. Select the tab.

Reconciliation WorkBench
Business Unit: 09000 WorkBench ID: WORKBEMNCH

‘Description: |w0rkbench

Select POs for Further Processing

List of Purchase Orders

[ bstal f other =m0
Purchase Order g;)a(;us PO Status Hold ﬁ;ﬂ g‘—%ﬂler Budget Status :‘—%g_l et % ggt'Tl\-‘rl?t;r)ﬂ Edit the PO?

Status Summary

[~ 0909000001 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

[~ 0809000002 j Dispatched M Mot Recyd Mone Walid Walid Walid @ L

[ 0909000003 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

[~ 0909000005 j Dispatched N Mot Recvd Mone Walid Walid Walid @ l

[V 0909000006 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

[~ 0909000007 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

v 0903000008 j Dispatched N Mot Recyd Mone Walid Walid Walid @ &

[~ 0909000009 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

[ 0909000010 j Compl ] Mot Recvd Mone Walid @ &

[~ 0909000011 j Dispatched N Mot Recvd Mone Walid Walid Walid @ i

W gelectan L clearal

Action: Approve | Unapprovel Cancel | Close | Dispatchl Preview |

The Budget Checking Status is “Not Checked”. During the evening the Purchase Order
will be budget checked and available encumbrance will be released. (If the Budget
Status does not change to Not Checked, then a Help Desk case needs to be filed.
NOTE: The status will not change to not checked if the PO balance has already
been reduced to zero. Please verify before submitting a helpdesk case.)
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If the user does not want to wait for the Purchase Order to budget check overnight, they
can budget check from the Batch Budget Check process page.

Navigation: Purchasing>Purchase Orders>Budget check

Input the Run Control ID and select the | Search | putton.

Budget Check Request '

Run Control I BUDGET_ Report Manager Process Monitor Run |

Budget Check Request i | 4| First (40 1011 [ Last

¢ Once Request Humber: 1
& Mways *Description: 55555
" Don't Run
*Unit Option: |walue =] Unit: [os0o0” &
PO ID Option: All -
PO Date Option: All -

Bl s=ve| [(ClReturnto Search | [+ENextinList] EMatity Bl 2dd

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

Run_ | button

Process Scheduler Request

User ID: RMAWELL Run Control ID: BUDGET_

Server Name: |F'5UN>< *] Run Date: |1Dr1 /2004 (]
Recurrence: I 'l Run Tithe: |12:19;52Pru1 Resetto Current DatefTime |
Time Zone: | =Y

Select Description Process Name Process Type Type *Format
I Comm. Cnirl, Budget Processor FSPKBDPI COBOL Sl (None) I(Nune) 'I Eﬁ

ke | Cancell
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Select the __©K__ | button. Any encumbrance balance on the closed PO will be returned

to your budget.

The Purchase Order is no longer available in the Maintain Purchase Order page. The
Purchase Order will need to be viewed by using the Purchase Order Inquiry screen.

Form Y Schedule

Farm | Schedule

Unit: 09000 PO 0909000013 Chng Order: 2

Vendor: SYNERGY DA-001 IDu 0000072236 Wendar Dietails Buver:  Jirn Bratkovich

PO Date: 12/09/2003 PO Status:  Compl Receipt: Mot Recvd Backorder Status: MNone

Budget Status: valid Doc Tol Status: Valid 1106 of 6

Customize | Find | ¥ First 4] 1565 O Last

Sel Line Kem Itern Description Category PO Oty UOM Amount Status

I 1028796 H WIRE AND CABLE, ELECTRONIC: AU 028796 350.0000 EA 308.00 USD Cloged

(] 2028796 E  WIRE AND CABLE, ELECTRONIC: AU 028796 25.0000 EA 220000 USD Closed

O 3 028796 Wiire and cable, electranic: au 0287496 6.0000 EA 645.06 USD Closed

O 4 028796 C  WIRE AND CABLE, ELECTROMIC: AU 028736 3.0000 EA £45.00 USD Cloged

(| 5028796 R WIRE AND CABLE, ELECTRONIC: AU 028796 250.0000 EA 200.00 USD Closed
Merch.: 6546.86  Adj Amt: Total: G546.86 USD 1toGoff

Header Details  Matching HeaderwAT Al BTY Header Comments... Line Details  Line Comments.. Docurment Status
CLRetumn to Search | (45 Nexctin List | EIMotify FlRelatedLinks

The PO line status will be updated with a status of Closed and the PO Header status will

be complete.

The distribution line status will be updated to Completed and your Commitment Control

Close Flag will be set Y.

The PO accounting page Closed Value on the PO will be set

Purchasing-Close Purchase Orders
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APENDIX A
Criteria for PO’s to be closed.

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

e Fully Matched means.

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

matched.

e  The quantity ordered is within the specified Close PO Under Quantity Percent Tolerance.

e The PO is distributed by quantity and all quantities have been matched.

e The PO is distributed by amount and the extended dollar amount has all been matched.

e Ifaline item has been canceled and all other lines are fully matched, the Matching Hyperlink on the PO
header will never update to Fully Matched but the PO will be eligible to close.

e Last voucher was finaled. (Does not have to be)

e Ifthe PO is set up as No Match but Receiving is required, the receiving must
either be turned off or the product must be received.

Additional Notes

e Do not close if you will need to use the PO again.

e Closing the PO will remove it from the Maintain PO list.

e Do not close POs that have inactive account numbers. See Appendix B for list.
0 These will need to be processed through OSF

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

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
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on amount. If the
“Distribute By” is
QUANTITY then you must
fully match on quantity.

and the PO will not fully
match it probably because
it is “Distributed By”
AMOUNT and you have
not fully utilized all of the
PO line item(s) amount .
You may want to override
the criteria.

The Purchase Order's Activity Date is greater
than the Calculate PO Close Date.
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APPENDIX B

OBSOLETE ACCOUNT CODES
SetlID || Account Status | Descr
00000 42075 I Reimb. for Administrative Expe
00000 499600 I Lapsed Funds
00000 515110 I General
00000 515120 I Accounting/Auditing
00000 515130 I Legal Services
00000 515140 I Medical Services
00000 515150 I Architectural & Engineering
00000 515160 I Data Processing Services
00000 515170 | Contractual Administration Svc
00000 515190 I Prof Medical Practice Plan
00000 519000 I Inter/Intra Agency Pmt-Prof Se
00000 519110 I Interagency Pmts-Prof Services
00000 519120 I Interagency Payments-OPM
00000 519210 I Intra-Agency Pmts-Personal Ser
00000 529000 I Inter/Intra Agency Pmts-Travel
00000 529110 I Interagency Payment-Travel Exp
00000 529210 | Intra-Agency Pmts-Travel Exp
00000 539000 I Inter/Intra Agency Pmts-Admin
00000 539110 | Interagency Pmts-Admin Exp
00000 539120 I Interagency Pmts-Data Process
00000 539130 I Interagency Pmts-Telecommun
00000 539140 I Interagency Pmts-Risk Mgmt
00000 539150 I Interagency Pmts-Printing
00000 539160 I Interagency Pmts-Motor Pool
00000 539210 | Intraagency Pmts-Admin Exp
00000 539220 I Intraagency Pmts-Data Proc
00000 539230 I Intraagency Pmts-Telecomm
00000 539240 I Intraagency Pmts-Risk Mgmt
00000 539250 I Intraagency Pmts-Telecomm
00000 539260 I Intraagency Pmts-Motor Pool
00000 549000 I Inter/Intra Agency Pmts P&E&D
00000 549110 I Interagency Pmts-Pfed Exp
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00000
00000
00000
00000
00000
00000
00000
00000
00000
00000
00000
00000

Purchasing-Close Purchase Orders

549210
559210
563120
563140
563160
569000
569110
569210
590000
599000
610000
820000

Intraagency Pmts-Pfed Exp
Intraagency Pmt-Asst&Local Gv
Employee With.-Def.Comp.Plan
Employee With.-Insur.Carriers
Employee With.-Soonerchoice
Inter/Intra Agcy Pmts-Trfs&Oth
Interagency Pmts-Trfs & Other
Intraagency Pmts-Trfs & Other
Reappropriation-Redesignation
Budget Reduction-Reapprop
Transfers In

Inventory Item
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