COR110 PO Admin. Quick Tip — Release of Pre-Encumbered Balances

Finalization of Purchase Order: Notes:

If you have a PO with excess pre-encumbered funds and
want those excess funds returned to your available budget,
finalizing the PO will perform this action.

If a PO has been
sourced from a
requisition, any
remaining pre-
encumbrances can
be released by
finalizing the PO.

1.  Click the i[E on the purchase order.
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2. When asked if you want to continue, click [Yes .
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When asked to save your changes, click = 2 |

Click ®to change the PO budget status to “valid.” This
will add any excess pre-encumbrance funds back to
the original budget.
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