Closing Purchase Orders

To facilitate the process | would close POs in stages.
Navigation: Purchasing>Purchase Orders>Reconcile POs>Reconciliation Workbench
1% step close all old POs that have been fully matched.

(Please note these are not real POs., this is in a training database.)

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

[ Find an Existing Value Y{_Add a Rew Value

Business Unit: I: 'I |1 3100 QY
WaorkBench ID:| hegins with j |

Description: |hegin5 with j|

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add 3 Mew Value

Your business unit will default in. Select a workbench ID or create a new one by clicking on Add
a New Value Tab.

Reconciliation WorkBench

{ Eind an Existing Yalue } Add a New Value '\

Business Unit: |1 oo G
WorkBench ID:; I

Add

Assign it a workbench ID by clicking on the Add a New Value Tab and inputting a Workbench ID.
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Closing Purchase Orders

Reconciliation WorkBench

/ Eind an Existing Value " Add a New Value

Business Unit: |1 chRi[iLe ]
WorkBench ID: ICInse_POs

Add

Click . *dd

Reconciliation WorkBench

Filter Options

Business Unit: 13100 WorkBench Il CLOSE_POS
Description:

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

Purchase Order: I 2 To: I— Q
PO Date: [ H T [ &
ActityDate: | [07/0172003 [5  1o; [oers0rz005 |59
Due Date: I EI. I— El
Request BLL: I— Q Requisition ID: I— Q
Vendor IDv I— Q

ftem I | Q

w

Buyer: | Q

Contract SetlD: | Q

Contract 10 | Q

Felease Number: I Q

GPO ID: | Q
rn‘-".#_.‘ I_,.‘ PR TR —— W A e
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Closing Purchase Orders

Topen [ Approved [ Dispatched [~ Cancelled [~ Pending Appr

Recv Reqd |Heceiving is Optional j
" NotReceived " Partially Received " Fully Received
B LT

™ Required ™ Not Required

AN " None " partial Match [+ Fully Matched
= g

r Cpen Encumbrances

ChartFields

; Sub- Class-
GL Uit Account A_ccolll Fund Type Fundin Dept Bud F
| Q| Q| Q] Q| Q| Q|

Search | Return to Reconciliation WorkBench
END‘tif"f |

Input a Description if needed

Use an activity date of 07/01/2003 — 06/30/2005
Receiving = ALL

Matching = Fully Matched

These criteria will return POs that are fully matched and have not had any changes made since
06/30/2005. You can change the activity date to 06/30/2006 etc...

Click Search
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Closing Purchase Orders

Reconciliation WorkBench
Business Unit: 13100 WorkBench ID: CLOSE_POS
‘Description: |
Select POs for Further Processing
List of Purchase Orders
Detail Y  Other
Doc - Change Blanket .
Purchase Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Order P_O— Lines
[~ 1319000001 Dispatched N 11/05(2003  01524/2004 0000074517 Eg\:g:ﬁ””e Standard 1 =
[~ 1319000004 Dispatched N 110052003 01222004 0000074435 Garmen Bowlin Standard =
[ 1319000005 Dispatched M 11/05/2003 0202712004 pooDoBo4z1  DMYMEMEANS  op oy =
(530)
[~ 1318000006 Dispatched N 11052003 017222004 0000074517 E;:g:ﬁ””e Standard =
[~ 1319000008 Dispatched N 11/062003 02052004 0000074113 Carmen Bowlin Standard 1 =
[~ 1319000011 Dispatched N 11/062003  01528/2004 00000001321 Es\fvrg:F””E Standard =
[~ 1319000012 Dispatched N 110062003 01462004 0000013210 Garmen Bowlin Standard =
[~ 1319000013 Dispatched N 110062003 01/082004 0000013210 Carmen Bowlin Standard =
[~ 1319000015 Dispatched N 11/062003 01422004 0000073724 Carmen Bowlin Standard 1 =
[~ 1319000019 Dispatched N 11/07/2003  01/29/2004 0000000131 Carmen Bowlin Standard =

Notice there are 6,275 POs that have not had any activity since at least 06/30/2005 (POs have
not been updated such as adding funding) and are fully matched. There appears to be no reason
these PO cannot be closed, but if for some reason you have a PO you know you cannot close for
whatever reason, put the PO on hold and it will not close an exception will be received.

Reconciliation WorkBench

Business Unit: 13100

WorkBenchID: CLOSE_POS

‘Description: |

Select POs for Further Processing
List of Purchase Orders

Detail |

Crther
Purchase Order gfa(;us PO Status Hold PO Date Last Activity Vendor ID Buyer :13:'?': ﬁ?ﬁ % Lines
[~ 1318000001 Digpatched N 11/05/2003  01/24/2004 0000074517 E;:g:ﬁ””e Standard 1 B
[ 1318000004 Dispatched N 11/052003 017222004 0000074435 Carmen Bowlin Standard =
™ 1319000005 Dispatched N 11/05/2003 02/27/2004 0000069421 ?gg\E;\cheans Standard =
[ 1318000006 Dizpatched N 11/05/2003 01/22/2004 0000074517 ;‘s\:g:F””e Standard =
[~ 1318000008 Dispatched N 11062003 02/05/2004 0000074113 Carmen Bowlin Standard 1 =
™ 1213000011 Dispatched M 11/06/2003 01/29/2004 0000000131 :;'g::g:ﬁ””e Standard =
[~ 1318000012 Dispatched M 11062003 017162004 0000013210 Carmen Bowlin Standard =
[ 1318000013 Dispatched M 11/06/2003  01/08/2004 0000013210 Carmen Bowlin Standard =
[ 1318000015 Dispatched N 11062003 01/12/2004 0000073724 Carmen Bowlin Standard 1 =
[ 1318000018 Dispatched N 11/07/2003  01/28/2004 0000000131 Carmen Bowlin Standard =
¥ Belect Al Clear Al
Action: Approve | Unapprovel Cancel | Close | Dispatch I Preview: |

(To review the PO prior to closing see the COR131 manual page 46)

In the bottom left hand corner click “Select All”, (For this example only page 1 was selected).
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Closing Purchase Orders

Reconciliation WorkBench

Business Unit: 13100 WorkBench I CLOSE_FOS

‘Description: |

Select POs for Further Processing

List of Purchase Orders

Detail  §{  Other
Doc - Match Change Blanket
Purchase Order Status PO Status Hold PO Date Last Act Vendor ID Buyer Action Order PO Lines

1319000001 Dispatched N 11/05/2003 01/24/2004 0000074517 Eg\:\f”g:ﬁ””e Standard 1 =
1319000004 Dispatched M 11/05/2003  01/22/2004 0000074435  Carmen Bowlin Standard =
% 1319000005 Dispatched N 11/05/2003 02/27/2004 0000068421 (E';g"mm““eans Standard =
¥ 1313000006 Dispatched M 11/05/2003 01/22/2004 0000074517 Eg::g:ﬁ””e Standard =
W 1319000008 Dispatched N 11/06/2003  02/05/2004 0000074113 Carmen Bowlin Standard 1 =
& 1319000011 Dispatched N 11/06/2003  01/29/2004 0000000131 ;'3::2:?””9 Standard =
1319000012 Dispatched M 11/06/2003 01/16/2004 0000013210 Carmen Bowlin Standard =
1319000013 Dispatched M 11/0B/2003  01/08/2004 0000013210 Carmen Bowlin Standard =
1319000015 Dispatched N 11/08/2003 0171272004 0000073724 Carmen Bowlin Standard 1 =
& 1319000019 Dispatched N 11/07/2003 0172872004 0000000131 Carmen Bowlin Standard =

¥ Select Al Clear Al

Action: Approve | Unapprovel Cancel | Close I Dispatch | Preview |

All the POs displayed have now been selected for closing. If you do not want to close a PO then
deselect the check mark. (Check Mark means close)

Click the Close button.

Reconclation WolKBenehn
Processing Results
Business Unit: 13100 WorkBench ID: CLOSE_FOS

'Description: |c|nse

Select POs for Further Processing

Accounting Date for Action: IUBH 512008 [

[ Update Budget Date Equal to Accounting Date

Not Qualified e
POID Log POID
™ 1319000001 ] D) 1319000004 =
[~ 1319000015 = 1318000003 =
1319000008 =
1319000008 =
1319000011 =
1319000012 =
1319000013 =
1319000019 =
¥ Select Al Clear Al

Proceed: 'es | Delete | Return to Reconciliation \WaorkBench

Review the Not Qualified by clicking the E icon to the right of the PO that is not qualified.
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Closing Purchase Orders

Reconciliation WorkBench

Purchase Order Logs

Business Unit: 13100 WorkBench ID: CLOSE_FOS
Description:
PO Number: 1319000001

Line Sched Dist Messaqge Text

The Purchase Order is on Hold From Further
FProcessing.

Feturn
. . o . et
This PO is on hold so it will not close. Click bl
E»
Reconciliation WorkBench
Processing Results
Business Unit: 13100 WorkBench ID: CLOSE_POS

‘Description: [close

Select POs for Further Processing

Accounting Date for Action: IDSH 512008 [

- Update Budget Date Equal to Accounting Date

First E1] 12 af 2 [ Last

POID Line
[~ 1319000001 &= D] 1319000004
[T 1319000014 2] 1319000005
1319000006
1319000008
1319000011
1319000012
1319000013
1319000019

¥ Select Al Clear Al

Proceed: Yes Delete Return to Reconciliation WarkBench

Sched Distrib Line

[ [0 [0 [0 [ [ (o] [
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Closing Purchase Orders

You cannot override the Hold exception. (See page 55 in the COR131 manual for overriding
exceptions.)

Click 8%

Continue to Close POs. (10224100

Yes Mo
Click &%
Reconciliation WorkBench
Business Unit: 13100 WorkBench ID: CLOSE_POS
‘Description: |close
Select POs for Further Processing
List of Purchase Orders
0C - Match Change Blanket .
Purchase Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
# 1319000019 Compl M 11/07/2003 0852008 0000000131 Carmen Bowlin Standard =l
W 1319000013 Compl N 11/0B/2003  D8H 52008 0000013210 Carmen Bowlin Standard =
¥ 1319000005 Compl M 11052003 08AS2008 0000068421 ?gg"ng‘“cmeans Standard =
& 1319000006 Compl M 11052003 03MS2008 0000074517 Eg\:’g:ﬁ””e Standard =
7 1319000008 Compl N 11/0B/2003 DS 52008 0000074113 Carmen Bowlin Standard 1 =
1319000011 Compl M 1U0BZ003 086 &2008 0000000131 E;:g:ﬁ””e Standard =
& 1319000012 Compl N 11/0B/2003  08M 52008 0000013210 Carmen Bowlin Standard =
7 1319000004 Compl N 110572003 DS 52008 0000074436 Carmen Bowlin Standard =
[ 1319000023 Dispatched M 11J07/2003 02202004 0000072292 ﬁﬁ{;igﬂa Standard =
™ 1319000024 Dispatched M 11J07/2003 02232004 0000056124 iﬁgagﬂa Standard =

The POs are now ready to be budget checked. (See page 60 in the COR131 manual)
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Closing Purchase Orders

Step 2-Update filter option criteria
Next step is to update the search criteria in the Filter Option page and run it again.

You can extend the activity date, change the matching criteria to No Match, Partial match or
unmatched to narrow your PO results.

The goal here is to get your list of POs down to a manageable level and keep them there.
Once you have closed your old POs you can then close the POs that are on ltem IDs with Alpas.

Many of these PO will be old so they should already be closed. Upon request a list of these PO
will be e-mailed to you, but | would wait to get the list after you have closed all old POs
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Closing Purchase Orders

Step 3 Close POs with Alpas

Reconciliation WorkBench

Filter Options
Business Unit: 13100
Description: close

Search Criteria

Purchase Order: I— Q
PO Date: L
Activity Date: | El
Due Date; I— E
[ a

WorkBenchID: CLOSE_POS

Enter search criteria and click on Search. Leave hlank for all values.

To: I— Q
To: I— [#]
To: I— £
To: I— [=4)
Requisition ID: I— Q

Request BL:

Vendor ID: I— Q

hem ID: noos1404 A 6}

Buyer: | Q,

Contract Seti;: |

Contract ID: | 6}

Release Number: I— Q

GPO ID: | Q

~oom At II e SIS = s
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Closing Purchase Orders

[T open [ Approved [ Dispatched [ Cancelled [ Pending Appr

Recv Reqd |Receiving is Optional j

AN | MotReceived  Partially Received " Fully Received
™ Required ™ Not Required

=~ Al " None i Partial Match " Fully Matched

(I Open Encumbrances

ChartFields

Sub- Class-
Account Fund Type Funding

| x| X&) Ql Q| ~ -

Search | Feturn to Reconciliation WorkBench
[=] Matify |

The only criteria | would used would be the Item ID number, Receiving and Matching = All. This
should return a list of all POs with this Item ID.

Click Search |

GL LInit Account Dept Bud Ref

Reconciliation WorkBench
Business Unit: 13100 WorkBench ID: CLOSE_FOS
‘Description: lelose
Select POs for Further Processing
List of Purchase Orders
Detail %Y Other
Doc - Match Change Blanket
Purchase Urder PL) Status i Last Activity Iy n
Purchase Order Status PO Status Hold PO Date Last Act Vendor Il Buyer Action order PO Lines
[~ 1319004234 Dispatched M D4/30/2004 12/20/2004 0000077558 ';De\:;:f””e Standard =
[ 1318008733 Dispatched M 09/30/2004  11/08/2005 0000000131 Carmen Bowlin Standard 1 =
™ 1318011003 B Dispatched M 1242004 03/10/2005 0000000131 Eoc'h”rigeon Standard 1 =l
2 Donice =
[ 1318011015 Dispatched M 12(14/2004 03/28/2005 ooooFiges MRS Standard =
[ 1318012648 Dispatched M 03/22/2005 05/23/2005 000006718 Carmen Bowlin Standard =
[ 1319021244 [ Dispatched N 05052006 07i21/2006 00000001 31 ifc%”;ffl:;-' Standard =
™ 1318024808 Dispatched M 1003002006 | 07/06/2007 0000000131 DavidWilliams Standard =
¥ Zalect Al Clear Al
nction:._Approve | Unapprove| | cancel close | | Dispatch | | Preview
Go To: Setfilter options  Process Request Options Process honitor  Wiew Processing Results

You may want to review POs with newer activity dates, these could have current funding.
Continue closing the PO.
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Closing Purchase Orders

Step 4-Close Requisitions
After you have closed all the POs, closing the reqs becomes an automated process.

Navigation: Purchasing>Requisitions>Reconcile Requisitions>Reconciliation Workbench

Requisition Recon WorkBench
Enter any information you have and click Search. Leave fields blank for

[ Find an Existing Value ' Add a New Value

Business Unit: I: "I |1 3100 Q
WorkBench ID:| hegins with j |RECDN|

Description: |begins wyith j|

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Select or add Workbench ID, click ﬂ .

Reconciliation WorkBench
Filter Options

Business Unit: 13100 WorkBench Il RECOMN
Description: RECOMN

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

Requisition: I— 2 7o I— i}
Req Date: [ H umik I
ActvityDate: | B To; [ =
Due Date: I— E To: I— El
Vendor ID: I— Q

ftem I0: | 3
Redquester: | Q
¥ open ¥ approved W Lines Approved W Cancelled ¥ Denied

¥ pending Appr

QUIFCInGg

. r Open Precencumbrances

NPT S TP RN S it e o ._}
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Closing Purchase Orders

o

I Open Pre-encumbrances

_ Sub- Class-
GL Unit Account A_ccolll it Fund Type Fundin Dept

lal al al  al Qf

Search | o
Feturn to Reguisition Workbench

[Z7] Matify L. _

T a - e —nt R sl ol

My, o, ety

I would only use the following criteria; select all statuses and Sourcing. The results should return
all Requisitions that have been fully sourced to a PO. To begin with you can add an activity date
to narrow you list of Regs, but the requisition will not close if the PO is not closed.

Again your goal here is to get your list of REQs down to a manageable level and keep them
there.

Click __5eareh |

Reconciliation Workbench

Business Unit: 13100 WorkBench ID: RECON

‘Description: |RECON

Select Reqs for Further Processing

List of Requisitions

Requisition ID Doc Status  Status Hold Budget Status Req Date Last Activity Name %ﬁlﬁ Lines

[~ 1310000004 B Approved M Walid 11/0452003 111052003 Tina Balmer =
[T 1310000005 B Approved M Walid 1140452003 1140852003 Cindy Wilkett =
[~ 1310000010 B Approved i Walid 11/0452003 111052003 Tina Balmer E‘
[~ 1310000011 B Approved I Walid 11/0452003 121212003 Charles Groves 2 =
[~ 1310000012 B Approved i Walid 11/0452003 11/0652003 Tina Balmer =
[~ 1310000013 B Approved I Walid 11/0452003 11/0452003 Tina Balmer E‘
[~ 1310000015 B Approved i Walid 11/0452003 110712003 Tina Balmer =
[~ 1310000020 B Approved M Walid 11/0452003 11/0652003 Tina Balmer =
[~ 1310000024 B Approved i Walid 11/05812003 11/05812003 Danna Speer E‘
[~ 1310000026 B Approved M Walid 11i05¢2003 121812003 Wayne Bowers =
Ygelact Al Clear Al

Action:  ARRrOVE | Unapprovel Cancel | Close |

You can review the requisitions (COR131 Manual) and once you have selected the Regs to be

. Close
close click
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TS ST ETTEIITATTT FT TN TIETT

Processing Results

Business Unit: 13100 WorkBench ID: RECOM
Description: RECOMN

Select Regs for Further Frocessing
Accounting Date for Action: IUBH 512008 [

(il Update Budget Date Equal to Accounting Date

Not Qualified First E 1-10 of 10 E| Last
Requisition 1D
[~ 1310000004

1310000005
1310000010

Requisition ID Line Sched DistribLine

r
r

[~ 1310000011
[T 1310000012
[T 1310000013
[ 1310000015
[T 1310000020
[T 1310000024
[T 1310000026

EEEEEEHEEHBEHS

Y select Al Clear Al

Proceed:  Yes | Delete |ReturntuRequisitiuanrkbench

The exceptions are received because the PO has not been closed. The PO must be closed first.
Once the PO has been closed in will appear in the qualified section, you cannot override this
exception.

When you have qualified requisitions, continue to close the Requisitions by following the COR131
manual.
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Step 5- Update Requisitions filter option criteria

You may want to change you criteria by deselecting the Sourcing options. This will give you a list
of all requisitions that have not bee sourced to a PO. Depending on the Activity date you may or
may not want to close them.

Step 6- Get a list of all Requisitions with Alpa Item IDs and close them by using the Item ID

option in the Filter Option page. There should not be many after following the above closing
process.
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