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Document Revision Date Description

1.0 02/01/2006 Initial Document
1.1 06/12/2008 Upgrade Update
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Close Requisition through WorkBench
Overview

The Purchase Order, (PO) must be closed and budget checked before the Requisition.

Closing the Requisition will complete the PO process and release available Pre-encumbrances.
Once a Requisition has been closed it cannot be opened again.

NOTE: DO NOT CLOSE A REQUISITION IF YOU EVER INTEND TO USE IT AGAIN.

If the Requisition is associated with a Purchase Order, the Purchase Order will need to be closed
first. If the Purchase Order is not finalized any available encumbrance will be reinstated on the
Requisition (pre-encumbrance). This is not a problem, as long as you intend to close the
Requisition.

Closing the Requisition resets your Requisition Header status to Complete, your line status to
complete and your budget status to ‘Not Checked’. The benefit of this status change is that
completed requisitions no longer appear in your list of available requisitions when you access
requisition pages in update or display mode. These completed requisitions are also removed from
the view in many other situations in which the available options have been set to exclude
completed or canceled requisitions. Removing these requisitions from these prompts improves
system performance and decreases the time required to find requisitions that you must modify.
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Close a Requisition (s)

Navigation: Purchasing > Requisitions > Requester’s WorkBench

Requester's WorkBench

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

‘ Find an Existing Value ‘ Add a New Value

w Search Criteria

“Business Unit | = v 109000 Q|

WorkBench ID | begins with vl CLOSE1

Description | begins with vl

[J Case Sensitive

Basic Search G Save Search Criteria

Find an Existing Value | Add a New Value

Enter the Business Unit, WorkBench ID, and click the Search button.

If it is the first time the user has run this process, a new Run Control ID must be created using

the Add a New Value Tab.
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Requester's Workbench

Filter Options

Business Unit 09000

Description

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

WorkBench ID  CLOSE1

Requisition |0900019670 Q To E
Requisition Name | Q
Item ID | Q, |
Requester | Q |
Status
D open O Approved [DLines Approved
[ Pending Appr [ canceled [ Denied
Sourcing

[ Partially or Fully Sourced
Encumbrance

[JOpen Pre-encumbrances

ChartFields

@ 1-10f1 | View Al
Chartfields 113

GL Unit Account Alt Acct Oper Unit Fund Type Dept Program

Class-Funding Bud Ref

Return to Requester's Workbench

Search

Above is the Filter Option Page. This page allows the user to enter selection criteria for the
Requisitions to display on the Requisitions Reconciliation WorkBench Page.

One Requisition can be selected by entering the Requisition number in the Requisition ID field
or entering the Requisition Name.

Enter the selection criteria.
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Filter Option Definitions

Requisition Name: Range of requisitions to close.
Req Date: The date entered on the Requisition.

Activity Date: The system updates this date on the requisition when you last save your
Requisition.

Due Date: Date the product is due defined on the Requisition.

Supplier ID: Supplier defined on the Requisition.

Item ID: If an Item ID is defined on the Requisition, it can be searched for using this field.
Requester: The user who created the Requisition.

Status: Requisition Status. Options are Open, Approved, Lines Approved, Pending Approval,
Canceled, and Denied.

Sourcing: The sourcing status of the requisition. This status can be found on the Requisition’s
sourcing control tab. If the status is sourcing complete, then the “Radio Box” must be checked.

Open Pre-encumbrances: This check box allows you to search for requisitions that are tied to
purchase orders with an open balance.

Chartfields: The user can enter multiple Chartfield combinations as search criteria

Once you have selected your criteria, click the Search button located in the bottom left-hand
corner of the page.
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Requestor’s WorkBench

Requester's Workbench

Business Unit 08000 WorkBench 1D CLOSE1

*Description |CLOSE REQ

Select Regs for Further Processing

List of Requisitions

‘ = || Q| View Al
Details | Approval | Ii»
Requisition ID Doc Status Hold Requisition Budget Req Date Last Activity Name Track Batch Lines
Status Status

10900019670 ] N Approved  valid $10/01/2024 $10/01/2024 {BostenBenn ! Bl
™ Select All Clear All
Action: ‘ Approve | | Unapprove ‘ ‘ Cancel

‘ Close | | Budget Check ‘

Go To: Set filter options View Processing Results
‘ Save ‘
| notiy || Refresn |

To review all requisitions, if you have multiple, in your results click View All Link.
Review the Document Status by clicking the Doc Status icon.
Review the Requisition Line by clicking the Lines icon.

To select an individual Requisition to be closed, click the check box to the left of the Requisition
ID link.

To select all the Requisitions, click the Select All link.

After the desired requisitions have been selected, click the Close button.

Reconciliation Definitions

Approve: Not available. Workflow is used to approve Requisitions

Un-Approve: Click to put the requisition in a pending status. Requisition will need to be
approved again if this option is selected.

Cancel: Click to cancel the selected requisitions and all lines associated.
Close: Click to close the selected requisitions to further processing. Requisitions that are

associated with purchase orders which have not yet been closed will not be available to close.
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Requester's Workbench
Processing Results
Business Unit 09000 WorkBench ID  CLOSE1

Description CLOSE REQ
Select Reqgs for Further Processing

[JUpdate Budget Date Equal to Accounting Date

Accounting Date for Action |10/02/2024 |

Not Qualified Qualified
¥
&l e |5
| View All S
Requisition ID Log Requisition 1D
O 22 0900019670
¥ SelectAll 0 clearan
Proceed: l Yes ] l No Return to Requester's Workbench

Line

Sched

Distrib Line

-1of1 v I
View All

If the Requisition is Qualified, click the Yes button to close the Requisitioin. (If not qualified, go

to page 43).

Continue to Close Reqs (10109.5)

Yes | | Ma

To continue, click the Yes button.

NOTE: The Requisition is now being closed.
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Requester's Workbench

Business Unit 03000

*Description |CLOSE REQ

Select Reqs for Further Processing

List of Requisitions

WorkBench ID  CLOSE1

=/ Q]
Details Approval >
Requisition ID Doc Status Hold T Budget Status  Req Date
0900019670 E N Complete Mot Chk'd 10/01/2024
¥ Select All Clear All
Action: I Approve l [ Unapprove l [ Cancel
I Close l [ Budget Check I
Go To: Set filter options View Processing Results

Last Activity

10/02/2024

Name

Bosten Benn
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1+ View All

Track Batch Lines

The status changes from Approved to Complete on the Requisitions that were qualified.

NOTE: If the Requisition has an available Pre-encumbrance the Budget Status will change to
not checked and will need to be budget checked.
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Budget Check Requisition (s)

Navigation: Purchasing > Requisitions > Budget Check Requisition

Requisition Budget Check

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

‘ Find an Existing Value ‘ ‘ Add a New Value ‘

* Search Criteria

Run Control ID | begins with V| |BUDGET_EHEGK |

[ Case Sensitive

Basic Search &r Save Search Criteria

Enter the Run Control ID and click the Search button.

If it is the first time the user has run this process, a new Run Control ID can be created using the
Add a New Value Tab.
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Budget Check Requisition

Run Control 1D BUDGET CHECK Report Manager Process Monitor Run

Process Request @ | 1of1 View Al

(+]-]

Process Frequency

) Process Once ® Always Process ) Don't Run

Request Number *Description |Budget Check Req

Process Options

1
PR u Value “ Business Unit 09000 Q
B nit
o ter ID | All Requester ID's v|
| Al Origins v|
Origin
[ Denied
[ initial [ open [ Approved
[ Pending [ Complete O cancel

(o [ (7o) [ormomse

Description: Enter a description.

Process Frequency: These buttons will define whether the process will be run when the Run
button is clicked. To have the process run, select the Always Process button.

Req Status: This field allows the user to run the Budget Checking process for Requisitions with
a selected Status or to run the process for all Requisitions. For the purposes of Closing
requisitions, the user can select Some Values from the dropdown menu, then click the Complete
checkbox.

Click the Run button.
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Process Scheduler Request X

UserlD  BBENNOG

Server Name | Ad |

Recurrence | v |

Process List

Select Description Process Name

PV_FS_BP

“ Cance'

PV_FS_BP

Help

Run Control ID BUDGET_CHECK

Run Date |10/02/2024

Run Time |4:04:50PM l

Reset to Current Date/Time

Process Type *Type +Format Distribution

Application Engine Web v| |TXT - Distribution

Ensure the PV_FS_BP process is selected on this page.

Click the OK button to initiate the process.

Budget Check Requisition

Run Control ID BUDGET_CHECK Report Manager Process Monitor
Process Instance: 29688777
Process Request @ | 1of1 View All
-]
Process Frequency
O Process Once ® Always Process ' Don't Run

Request Number

Process Options

1
I
ReqID
coaoa
Requester ID |AII Requester ID's v|
| All Origins v|
QOrigin
Oinitial CJopen
[ Pending Complete

- [

*Description | Budget Check Reqg

Business Unit | 09000 Q
Req D | 0900019670 Q

[ Denied
O Approved

O Cancel

l Add H Update/Display

Click the Process Monitor link to review the budget checking process.
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Server List

View Process Request For

User ID [BBENNOB Q] Type [ VI [Last vl ’ 1] [Da‘ys vl m’
N ) e [ s [
Run Status v Distribution Status ~| @ save On Refresh Report Resel

* Process List

@ 4 4 180f9 » » ool View Al

Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status  Suooution  pegsijs  Actions
o 20688777 Application Engine PV_FS_BF BEENNOS  10/02/2024 404'50PM COT Posted

Click the Refresh button to update the Run Status.

Click the Details link.
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Process Detail X

Process
Instance 29688777
Name PV_FS_BP
Run Status Success
Run

Run Contrel ID BUDGET_CHECK
Location Server
Server PSUNX

Recurrence

Date/Time

Request Created On  10/02/2024 4:05:19PM CDT
Run Anytime After  10/02/2024 4:04:50PM CDT
Began Process At 10/02/2024 4:05:35FPM CDT
Ended Process At 10/02/2024 4:05:50FPM CDT

Help

Type Application Engine

Description PV_FS_BP
Distribution Status Posted

Update Process

Hold Request

Queue Request

Cancel Request
C Delete Request

Re-send Content Restart Request
Actions

Parameters Transfer

Message Log View Locks

Batch Timings

View LogiTrace

Click the Message Log Link.
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Message Log l
Help
Process
Instance: 29688777 Type: Application Engine
Name: PV_FS_BP Description: PV_FS_BP
@ 1-23 0123 w | View Al
Severity Log Time Message Text Explain
10 4:05:36PM Commitment Control Budget Processing has begun. [ Explain ]
10 4-05:36PN Eegin request number 1 for User ID "BBENMNO06" and Run Control ID "BUDGET_CHECK". [ Explain ]
10 4:05:38pp Mo documents were selected to process for request number 1. [ Explain ]
10 4:05-39PM Reguest 1 for "BEENNOG" / "BUDGET_CHECK" completed successiully. [ Explain ]
10 4:05-30pp Request 1 Statistics. Documents Processed: 0, Errors: 0, Warnings: 0 [ Explain ]
10 4:05:39pP Begin request number 1 for User ID "BEENNO6" and Run Control ID "BUDGET_CHECK™. [ Explain ]
10 4-05-46Pm Request 1 for "BBENNOG" f "BUDGET_CHECK" completed successfully. [ Explain ]
10 4-05-4gPN Redquest 1 Statistics. Documents Processed: 1, Ermmors: 0, Warnings: 0 [ Explain ]
10 4:05:45P) Bedin request number 2 for User ID "BEENNO6" and Run Control ID "BUDGET_CHECK™. [ Explain ]
10 4:05-48PM Mo documents were selected to process for request number 2. [ Explain ]
10 4:05:48pp Feguest 2 for "BBENNOG" / "BUDGET_CHECK" completed successfully. [ Explain ]
10 4:05:48PM Reguest 2 Statistics. Documents Processed: 0, Ermors: 0, Warnings: 0 [ Explain ]
10 4:05:4app Begin request number 2 for User ID "BEENN06" and Run Control ID "BUDGET_CHECK". [ Explain ]
10 4:05:48PM Mo documents were selected to process for request number 2. [ Explain ]
10 4:05:43pn Fegquest 2 for "BEENNOE" / "BUDGET_CHECK” completed successfully. [ Explain ]
10 4:05:48PM Reguest 2 Statistics. Documents Processed: 0, Ermors: 0, Wamings: 0 Explain |

If Budget Checking errors occur, run the Requisition Budget Checking Report to identify the
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Criteria for Closing Requisition

Purchase Order must be closed and budget checked first
Requisition must have a valid budget checking status

Additional Notes
1. Do not close Requisition if you will need to use the Requisition again.
2. Closing the Requisition will remove it from the Maintain Requisition list.

Requisition Not Qualified Messages

Page 17 of 63

MESSAGE DEFFINITION | RESOLUTION | OVERRIDE
The Requisition is associated with a | The requisition has | Close PO No
Purchase Order that has not been been sourced/ Fi
. inal the PO to
closed. copied to a PO and e
the PO has not
encumbrance
been closed.
Process a change
order to amount of
PO.
Cannot close line with unchecked The requisition Fix the requisition | No
or error budget line status budget status is in | if needed and
a not checked or budget check it.
error status.
Cannot unapprove a Req that has The requisition has | Once the No
been Canceled. been canceled so it | Requisition has
cannot be been canceled
unapproved. nothing can be
done to it.
Cannot unapprove Requisition that | The requisition is Since the No
has status of Pending Approval. in a Pending requisition is in a
Approval status so | pending approval
it cannot be status it has not
unapproved, been approved.
Can't unapprove a Req that has a The requisition is Since the No
status of Open. in an Open status requisition is in an
so it cannot be open status it has
unapproved. not been approved.
Cannot use WorkBench to approve | Cannot use the Must use workflow | No
Pending Approval Requisitions Reconciliation to approve
when Approval Workflow enabled. | WorkBench to requisitions
approve requisition
when workflow is
enabled.
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Close Purchase Order through WorkBench
Overview

The Purchase Order, (PO) must be closed before the Requisition. This rule was introduced in the
8.9 release.

Closing the PO will complete the PO process and release available encumbrances. Once a PO
has been closed it cannot be opened again.

NOTE: DO NOT CLOSE A PURCHASE ORDER IF YOU EVER INTEND TO USE IT
AGAIN.

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

The PO status will change to complete, the line status will change to complete, and the budget
status will change to not checked. The benefit of this status change is that completed purchase
orders no longer appear in your list of available purchase orders when you access purchase order
pages in update and display mode. These completed purchase orders are also removed from the
view in many of the other situations in which the available options have been set to exclude
completed or canceled purchase orders. Removing these purchase orders improves system
performance and decreases the time required to find purchase orders that you need to modify.

NOTE: Prior to closing a PO, 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. However, this action will not identify outstanding invoices that have not been
entered into People Soft.
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Close a Single Purchase Order

Navigation: Purchasing > Purchase Orders > Buyer’s WorkBench

Buyer's WorkBench

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

‘ Find an Existing Value | ‘ Add a New Value ‘

w Search Criteria

“Business Unit | = V| 09000 Q |

WorkBench ID | begins with v | |PO_RECON |

Description | begins with v | | PO_RECON |

[ Case Sensitive

Basic Search I‘—‘\m Save Search Criteria

Enter the Business Unit, WorkBench ID, and click the Search button.

If it is the first time the user has run this process, a Run Control ID can be created using the Add
a New Value tab.
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Filter Options Page

Page 20 of 63

Buyer's WorkBench
Filter Options

Business Unit 09000
Description

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

Search Criteria

Purchase Order

WorkBench ID PO_RECON

To

[ 9]
oo .
o v "
rewesiss [ @ feaustionio | @
Supplier ID \:\
tem 1D | a
Buyer | Q |
Contract SetiD I:I

Contract 1D | Q | Contract Version

D

Release Number

U

GPOID | Q|
GPO Contract | |
Status
COpen [ Pending Appr [ Approved [ Denied
[ Dispatched [ cancelled Dinclude Closed
Receiving
Recv Reqd | Optional 4
Al O Not Received ) Partially Received O Fully Received
Matching
[J Required [ Not Required
CAl ' None ) Partial Match O Fully Matched
Encumbrance

O Open Encumbrances

ChartFields

@ 1-10f1 % | view Al

Chartfields | |»

GL Unit Account Alt Acct Oper Unit Fund Type Dept Program Class-Funding Bud Ref Sub-Account P

9| aj | al | a] 9] aj | al | Y a] [
4 »

Search Return to Buyer's WorkBench

Above is the Filter Options Page. This page allows the user to enter selection criteria for the PO
to display on the Purchase Order Reconciliation WorkBench Page.

One Purchase order can be selected by entering the PO number in the Purchase Order ficld.

Enter the selection criteria.
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Filter Option Definitions

Purchase Order: Range of Purchase Orders to close. The user can also input a single PO ID.
PO Date: Date on the Purchase Order

Activity Date: The system updates this date on the purchase order when you create a change
order and save your work and also when you cancel a purchase order through the PO
WorkBench page

Due Date: Date the product is due on the Purchase Order

Request BU: Business Unit on the Purchase Order

Requisition ID: Requisition number the Purchase Order was created from

Supplier ID: Supplier on the Purchase Order

Item ID: Item ID on the Purchase Order

Buyer: Select the buyer you want to filter the purchase orders by

Contract SetID: 00000

Contract ID: Contract the Purchase Order was created from

Release Number: Release number against the contract

GPO ID: Select a group purchasing organization ID.

GPO Contract: Select a group purchasing organization contract number

Status: Purchase Order Status

Receiving: Receiving selection made on the Purchase Order.

Matching: Match status on the Purchase Order

Chartfields: Enter multiple ChartField combinations as search criteria

Once you have selected your criteria, click the Search button.
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Buyer’s WorkBench

Buyer's WorkBench

Business Unit 09000 WorkBenchID PO_RECON

*Description

Select POs for Further Processing
List of Purchase Orders

|F,‘ ‘?| | View Al

Detail ‘ Other ‘
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g"‘::fe Blanket PO Lines

0909023458 B N Dispatched 10/01/2024  10/01/2024 0000067919 :::‘ne" Standard El

¥ Select Al Clear All

Action: l Approve Unapprove l [ Cancel ] [ Close

Dispatch Preview l l Budget Check ]

600! Setfiter options Process Request Options

Process Monitor View Processing Results

Save

To select an individual Purchase Order to be closed, click the check box located to the left of the
Purchase Order.

If more than one Purchase Order matches the search criteria, the user can use the Select All
option to select all Purchase Orders that match the criteria.

Reconciliation Definitions
Approve: Not available. Requisition must be approved in workflow.
Un-Approve: Click this button to change the status of the selected purchase orders to Open.

Cancel: Cancels the selected purchase orders. When you cancel a purchase order that is in a
Dispatched status, the status changes to Pend Cncl (pending cancel).

Close: Closes the selected purchase orders to further processing.

Dispatch: Dispatches the selected purchase orders, including all lines on the purchase order.
Only purchase orders with approved or pending cancel statuses can be dispatched. If
commitment control is enabled, the purchase order must also have a valid budget check status
before it can be dispatched.

Preview: Previews the selected purchase orders.
Process Request Options: Click this link to access the Reconciliation WorkBench - Process

Request Options page. Use this page to define process request options for use by the dispatch
process.
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Update Purchase Order-Maintain POs

Buyer's WorkBench

Business Unit 09000

WorkBenchID PO_RECON

*Description ‘

Select POs for Further Processing
List of Purchase Orders
[®][a]
Detail Other

Purchase Order Doc Status

0O 0909023458 B

M selectall O clearan

Hold PO Status PO Date Last Activity Supplier ID

N Dispatched 10/01/2024 10/01/2024

Action: l Approve

Unapprove Cancel Close

J | )

J
I

[ Dispatch

Preview

J |

Budget Check ]

Go To: Set filter options

Process Monitor

Save

Process Request Options
View Processing Results

0000067919

Buyer

Bosten
Benn
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| Vview Al

Change
Match Action  S/A Blanket PO Lines

Standard =

Click the Other Tab

Buyer's WorkBench

Business Unit 09000

“Description
Select POs for Further Processing
List of Purchase Orders

GIIEY
‘ Detail Other

Purchase Order Doc Status.

B

O 0909023458

¥ SelectAll O ClearAll

Hold

N

WorkBenchID  PO_RECON

PO Status Brocuishent Backorder Status

Receipt Status. guduek

Dispatched E‘S‘C{M " Not Backordered Valid

Action: Approve

Unapprove

Cancel Close

J J |

N
Dispatch | [

Preview

J |

Budget Check ]

GoTo:  Setfiter options

Process Monitor

[ sawe

Process Request Options
View Processing Results

NP Budget
Status

Valid Budget
Check

View All

Document

Tolerance
Status

Valid

Go To PO Activity Summary Edit the PO?

4 A

To close the PO, the Budget Status and Document Tolerance Status must equal valid. To review
the Purchase Order activity, click the Go To PO Activity Summary icon.

To go to the Maintain PO’s page, click the Edit the PO Icon. This will pull up a new window.
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Edit the PO

To go to Maintain PO’s, click the Edit the PO Icon. This will pull up a new window.

Maintain Purchase Order
Purchase Order

Business Unit 09000 PO Status  Dispatched A X
POID 0909023458 Budget Status  Valid B
Copy From DHold From Further Processing
~ Header @
PO Date | 100112024 Suppler Search Doc Tol Status Velid
Backorder Status  Not Backordersd Create BackOrder
“Supplier | STAPLES IN-001 Supplier Details
T STAPLES ING Receipt Status  Received
*supplierip 00000718 STADLESING
uyer Bosten Benn

“Dispatch Method Dispatch
PO Reference
Amount Summary @

Header Details Activity Summary
PO Def Add Comments Merchandise 200.00
A St Conment _ 000
ns Document Status Freight/Tax/Misc.
¥ Actions Total Amount 20000 USD
Encumbrance Balance Not Avallable

Add Items From () Select Lines To Display @

Catalog tem Search Search for Lines ;

Purchasing Kit Line | Q ‘ To ‘ Q H Retrieve

Lines @

@ 1-10f1 v | View Al

[ Details ” Elags [ Ship To/Due Date

Item Information

[ Statuses

[ Attributes

RFQ [ Contract ” Receiving ‘n»

o A = 5 Merchandise
Line Item Description POQty *UOM Category Price e Status

E OFFICE SUPPLIES: General =
1 [ 1000013634 e e [} 2.0000] EA 44121600 100.00000 20000 Approved e &S] E
View Printable Version y .
View Approvals Close Short Al Lines Goto [ ... More .. vl

[ Retum to Search H Notify H Refresh ] Add Update/Display

From this screen, the PO can be reviewed. Click the PO Activities link.

Purchase Order Activities X
Help
Business Unit 09000 POID 0909023458 Supplier  STAPLES IN-001
Activities
1-10f1 ~
Done *Due Date SegNum *Comments

e

Enter the Date and Comment. It is useful for future viewing to include your name or initials in
the Comment.
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Purchase Order Activities

X
Help
Business Unit 09000 POID 0909023458 Supplier  STAPLES IN-001
Activities
Done *Due Date SeqNum *Comments
1 O [10/01/2024 I [ ] ICIose PO to complete the process. '/'E@ E]
——
. . .
Click the OK button to return to the Maintain Purchase Order page.
Maintain Purchase Order
Purchase Order
Business Unit 03000 PO Status  Dispatched A x
POID 0909023458 Budget Status  Valid b
Copy From ‘ v‘ [JHold From Further Processing
~ Header @
“PO Date |10/012024 BA|  Supplier Search Doc Tol Status Valid
E Backorder Status Not Backordered Create BackOrder
*Supplier | STAPLES IN-001 Supplier Details
. 0000067919 STAPLES INC Recsipt Status  Received
“SupplierID
Priority | Medium -
“Dispatch Method ‘M‘ Dispatch
PO Reference
L Amount Summary @
Header Details Activity Summary
PO Defauls Add Comments Merchandise 20000
PO Ao A St Cormens - o
Requisitions Document Status Freight/Tax/Misc.
¥ Actions Total Amount 200.00 USD
Encumbrance Balance NotAvallable |\
Add ltems From (® Select Lines To Display @
Catalog tem Search Search for Lines -
Purchasing Kit Line | LIRS QH Retiieve
Lines @
‘ 5 ‘ ‘ Q‘ 110f1 v | ViewAl
[ Details || Elags || ShipIoDueDate || Statuses ‘ ftem Information [ Atiibutes || RFQ [ Contract ” Receiving | Il
Line item Description POQy "UOM  Category price  Merchandise - giatus
. OFFICE SUPPLIES: General ™ o000 = -
1 @ 1000013634 deaklofis Supplics g | 20000| EA 44121600 100.00000 200.00 Approved [#) = | + ‘ ‘ ‘
View Printable Version - .
View Approvals Close Short All Lines Goto [ .. More .. ~
[ Return to Search ] l Notify ] [ Refresh ] Add Update/Display

Click the Save button and close the new Window. Do not use the red “X”. This cancels the PO
at the Maintain Purchase Order level. You need to close the screen using the browser “x” at the
top right of the screen. Then you can go back to the Buyers WorkBench and close the PO there.
It will not take you there if you use the red x.
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Close the Purchase Order

Buyer's WorkBench
Business Unit 09000 WorkBench ID  PO_RECON
“Description |Close PO
Select POs for Further Processing

List of Purchase Orders

[m][a] Tof1 v | Viewal
Detail || Other
Document
Purchase Order Doc Status Hold PO Status Procurement  Roceipt Status  Backorder Status  udget NP Budget Tolerance Go To PO Activity Summary Edit the PO?

Status

0909023458 B N Dispatched Ly Not Backordered Valid Valid & 2
Recaived
™ Select Al O Cearal
Action: [ Approve ] [ Unapprove ] [ Cancel ] [ Close ]
[ Dispatch ] [ Preview ] [ Budget Check ]
GoTo: Set filter options Process Request Options
Process Monitor View Processing Results

Save

Click the Close button.

Buyer's WorkBench
Processing Results

Business Unit 09000 WorkBench ID PO_RECON
Description  Close PO
Select POs for Further Processing

Accounting Date for Action | 10/01/2024

) Update Budget Date Equal to Accounting Date

Not Qualified Qualified
1-1of1 ~ | Viewan 1-10f1 v |
View All
PO ID Log
POID Line Sched Distrib Line
=] 2]
0909023458 E]
¥ Select All Clear All
Proceed: I Yes ] [ No

Return to Buyer's WorkBench

Notify Refresh

If the PO is Qualified, click the Yes button to close.

NOTE: If not qualified, go to page 43 of this manual.
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Continue to Close POs. (10224,10)

Mo

To continue click the Yes button.

Page 27 of 63

NOTE: The PO is now being closed.

Process Monitor

N

View Processing Results

Buyer's WorkBench
Business Unit 09000 WorkBench ID  PO_RECON
“Description | Close PO
Select POs for Further Processing
List of Purchase Orders
‘EEEHQ| 1~ View All
Detail | Other ‘
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g'r'::r"e Blanket PO Lines
0909023458 B N Complete 100012024 10/01/2024 0000067919 gg:f“ Standard =
Select Al O ClearaAl
Action: [ Approve l [ Unapprove l [ Cancel l [ Close.
[ Dispatch ] [ Preview ] [ Budget Check ]
Go To: Set filter options Process Request Options
Process Monitor View Processing Results
The status will change from Dispatched to Complete. Click the Other Tab
Buyer's WorkBench
Business Unit 03000 WorkBench 1D PO_RECON
*Description | Close PO
‘Select POs for Further Processing
List of Purchase Orders
LIEY i iew
‘ Detail ‘ Otner
Document
purchase Order Doc Status  Hold PO Status Qrocurement  Receipt Status  Backorder Status  Budget Status | §¢,oo09° Tolerance G0 To PO Activity Summary Edit the PO?
B Fully Valid Budget
0900023458 B N Complete -~ Not Backordered Not Chikd h=r Valid & ¢
™ Select Al Clear All
Acton: | mopoe | | napprove | | Cancel | Close
[ ospae || Preview | Budget Check |
GOTO: 5o fiter options Process Request Options

If the PO has an available encumbrance the Budget Status will change to not checked. If you
click “Edit the PO” icon you will get “No Matching Values Found”. Once the PO has been

closed, the PO will no longer be available from the Maintain Purchase Order Page.
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Close Multiple Purchase Orders

Navigation: Purchasing > Purchase Orders > Buyer’s WorkBench

Buyer's WorkBench

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

[ Find an Existing Value 1 ‘ Add a New Value ‘

w Search Criteria

*Business Unit | = + 09000 Q‘

WorkBench ID | begins with v| | CLOSE_PO |

Description | begins with v‘ ‘

[J Ccase Sensitive

Basic Search IQ.I':] Save Search Criteria

—

Enter the Business Unit, WorkBench ID and click the Search button.

If it is the first time the user has run this process, a Run Control ID must be created using the
Add a New Value tab.

M. oxLAHOMA

a < Office of Management

P> & Enterprise Services



Page 29 of 63

Filter Option Page

Buyer's WorkBench
Filter Options

Business Unit 02000 WorkBench ID CLOSE PO

Description  Close PO No Actvy
Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

Request BU E Requisition ID \:I
Item 1D | Q|
Buyer Q |

|

Contract SetlD

Contract ID | Q | Contract Version

D

Release Number

D

GPOID | Q |
GPO Contract | |
Status
Clopen O Pending Appr O Approved [ Denied
[ Dispatched Cancelled Cinclude Closed

Receiving

Recv Reqd | Optional

® A O Not Received
Matching
O Required [ Not Required
[CF.N] ) Nome ) Partial Match O Fully Matched
Encumbrance

O Partially Received C Fully Received

m} Open Encumbrances

ChartFields

[®][a] o v Vewsi
Chartfields | ||

GL Unit Account Allt Acct Oper Unit Fund Type Dept Program Class-Funding Bud Ref Sub-Account F

[ o]l aj | o] | ajl[_a] aj | aj | o] |[_aJ] a] |
4 »
Return to Buyer's WorkBench

Above is the Filter Option Page. This page allows the user to enter selection criteria for the PO to
display on the Purchase Order Buyer’s WorkBench Page. One Purchase Order can be selected by
entering the PO number in the Purchase Order field, or multiple Purchase Orders can be selected
by using other fields such as PO status, Matching status, Receiving status, etc.

Enter the selection criteria and click the Search button.

For this example, all Canceled POs will be closed, click the “Cancelled” radio box located in the
“Status” section and click on the All radio button located in the Receiving section.
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NOTE: Be sure to clear unwanted criteria.

Buyer's WorkBench
Filter Options
Business Unit 09000 WorkBench ID  CLOSE_PO
Description CLOSE PO
Enter search criteria and click on Search. Leave blank for all values.
Search Criteria
Purchase Order ‘ Q | To ‘ Q ‘
PODate =] To =)
Activity Date ‘ | To ‘ ‘
Due Date ‘ | To ‘ ‘
Request BU ‘ Q, | Requisition ID ‘ Q, ‘
Supplier ID ‘ Q|
item 1D | Q|
Buyer ‘ Q |
Contract SetlD ‘ Q |
Contract ID ‘ Q | Contract Version Q
Release Number ‘ Q |
GPOID | Q|
GPO Contract ‘ ‘
Status
[JOpen [JPending Appr [CJApproved [ Denied
[ Dispatched @ Cancelled Oinclude Closed

Selecting the Cancelled checkbox, outlined above, will return all Purchase Orders in a Cancelled
status.

NOTE: This process can be used to close multiple Purchase Orders that match any search
criteria entered. This example searches for Cancelled Purchase Orders, but the same steps can be
used to search for different groups of Purchase Orders and close them.
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Buyer’s WorkBench

List of Purchase Orders

‘ — H Q | 16 o 1035 ol » M | viewtoo
Detail ‘ Other ‘
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g’r‘j‘:}“ Blanket PO Lines
o Nicholas =
0O %20587 B N Canceled 111182021 11/18/2021 0000399562 ik Tong Standard =
oo B N Canceled 08/022012  08/022012 0000074126 Lucinda Standard 1 B
Metton (580) =
Maegan =
O 09090 B N Canceled 10/07/2016  10/07/2016 0000309487 oede Standard =
O 0909002878 B N Canceled 06/17/2008  07/21/2009 0000014371 (L;;(;f Bybee Standard 1 =
O 0909003901 E] N ‘Canceled 07/01/2009 10/07/2009 0000000300 Jerry Spivey Standard 1 =
[0 0909003986 B N ‘Canceled 08/03/2009 01/12/2010 0000000830 Jerry Spivey Standard 1 H
% SelectAll Clear Al
Action: [ Approve l I Unapprove l [ Cancel l [ Close
[ Dispatch l l Preview l [ Budget Check l
GoTo: g filer options Process Request Options
Process Monitor View Processing Results

Select the View 100 link to view more of the Purchase Orders that meet the search criteria.

NOTE: The PO status is Canceled.

To select individual Purchase Order(s) to be closed, click the check box located to the left of the
Purchase Order or to select all Purchase Orders, click the Select All link and all Purchase Orders
will be selected.
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In this example, the Purchase Orders shown below were individually selected by using the scroll
tool in the top right hand corner and clicking the checkbox for each line.

Click the Close button.

List of Purchase Orders
‘a’a”q| 4 4 [7120r1035 | » M | Viewioo
Detail Other
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g'r'::r"e Blanket PO Lines

0909004061 B N Canceled 08/26/2009 | 09/24/2009 0000284253 | Jerry Spivey Standard 1 El

0909004073 B N Canceled 08/31/2009 | 09/21/2009 0000288173 | Jerry Spivey Standard 1 El
Kim

0909004105 B N Canceled 0912412009 | 09/25/2009 0000013092 | Charbeneau Standard 1 El
(090)
Kim

0909004138 B N Canceled 10/08/2009 | 10/08/2009 0000071340 | Charbeneau Standard 1 El
(090)
Kim

0909004150 B N Canceled 10/14/2009 | 1011472009 0000014268 | Charbeneau Standard 1 El
(090)
Jennifer =

0909004179 B N Canceled 10/30/2009 | 11/13/2009 0000072751 e @) Standard 1 =

Select All O clearal

Action: [ Approve l [ Unapprove l [ Cancel l [ Close

[ Dispatch l [ Preview l [ Budget Check l
GoTor oot fiter options Process Request Options
Process Monitor View Processing Results

Select POs for Further Processing

Not Qualified

Buyer's WorkBench
Processing Results
Business Unit 09000
Description  CLOSE PO

WorkBench ID CLOSE_PO

‘E‘.‘| 11 0f1 v | View Al
PO ID Log
O [62]
Select All O cClearan
Proceed: I Yes I l No

] Return to Buyer's WorkBench

¥

Accounting Date for Action |10/01/2024 [ |

[J Update Budget Date Equal to Accounting Date

Qualified

=
POID

0908004061

0909004073

Line

Scl

|1-2ofs-| >
- View All

hed Distrib Line

If the entire PO is Qualified, click the Yes button.

NOTE: If PO does not qualify, go to page 43 of this manual.
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Continue to Close POs. (10224 .10)

| H No

To continue, click the Yes button.
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NOTE: The PO is now being closed.

List of Purchase Orders
‘ =] H Q‘ 16 of 1035 “lI» 1 M| View1o0
Detail ‘ Other ‘
Purchase Order Doc Status. Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g"':;‘r"e Blanket PO Lines
0909004179 B N Complete 10/30/2009  10/01/2024 0000072751 Jennifer Standard 1 El
McCaulla (090) =
Kim
0909004150 B N Complete 1011412009 10/01/2024 0000014268 Charbeneau Standard 1 =
(090)
0909004073 B N Complete 08/31/2009  10/01/2024 0000298173 | Jerry Spivey Standard 1 El
Kim
0909004105 B N Complete 09/24/2009  10/01/2024 0000013082 Charbeneau Standard 1 =
(090)
Kim
0909004138 B N Complete 10/08/2009 | 10/01/2024 0000071340 | Charbeneau Standard 1 El
(090)
0909004061 B N Complete 08/26/2009  10/01/2024 0000284253 Jerry Spivey Standard 1 =
Select Al O ClearAl
Action: [ Approve l l Unapprove l l Cancel l l Close
[ Dispatch ] [ Preview ] [ Budget Check l
GoTor oo fiter options Process Request Options
Process Monitor View Processing Results

The status changes from Canceled to Complete after the Purchase Order has been closed.

Click the Other Tab to view more information for the Purchase Orders.
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List of Purchase Orders

[=][a]

‘ Detail ‘ Other

1-6 0 1035 M View 100

Document
Purchase Order Doc Status  Hold PO Status frocurement  Receipt Status  Backorder Status  gequot P Sudget Tolerance Go To PO Activity Summary Edit the PO?
. o 2 PO Not , Valid Budget .
0909004179 ] N Complete R Not Backordered valid o valia @ ¢
oo - PO Not , Valid Budget "
0909004150 B N Complete Received Not Backordered Valid Check Valid Y 4
09004073 2 PO Not , Valid Budget .
0909004073 ] N Complete o Not Backordered valid o valia @ ¢
- B PO Not , Valid Budget 5
0909004105 =2 N Complete Received Not Backordered Valid Check Valid =l 4
; 2 PO Not , Valid Budget .
0909004138 B N Complete e Not Backordered valid i E Valid & ’
; = PO Not ) Valid Budget :
090900406 =2 N Complete Received Not Backordered Valid Check Valid E Y 4
@ SelectAl Clear All
action: [ pepove | | Unapprove || Cancel | Close
[ o Preview || Budget Check |
GOTO!  setfiter options Process Request Options
Process Monttor View Processing Results
[ e |

NOTE: The Budget Status and Document Tolerance Status did not change to “Not checked”
because the PO(s) already had a zero encumbrance balance. Budget checking will not need to be
completed.

Steps to Close a Purchase Order

1

2.
3.
4.

Reconcile the Purchase Order Activity Page to the Purchase Order Accounting Page.
The Purchase Order Status must be Dispatched or Cancelled.

The Budget Status must be “Valid”.

The Document Tolerance Status must be Valid.

If the Purchase Order does meet any of the above criteria, de-select the check box located to the
left of the Purchase Order line. This action will clear the check mark.

.
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Review Purchase Order
Document Status

Buyer's WorkBench

Business Unit 09000 WorkBench ID  CLOSE_PO
*Description |GLOSE PO

Select POs for Further Processing
List of Purchase Orders

EIEY 1ot - View

Detail Other
Change

Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action Order Blanket PO Lines

O 0909023459 B N Dispatched 10/02/2024  10/02/2024 0000067919 gzi:‘en Standard =

Select Al O clearal

Action: [ Approve l [ Unapprove l [ Cancel l [ Close

[ Dispatch Preview ] [ Budget Check ]

Go To: Set filter options Process Request Options

Process Monitor View Processing Results

Save

To review the Purchase Order’s associated documents, click Document Status Icon located to the
right of the PO. A new window will display all documents associated with the PO.
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Document Status Purchase Order

Business Unit 09000
Document Date  10/02/2024
Currency USD

Buyer  Bosten Benn

m - K9

I Show Al

Associated Document

G

[ Documents \ [ Related Info I 13

Actions e Document Type  DOC ID
¥ Actions 09000 Receipt 0000002300
¥ Actions 09000 Voucher 00199611

Return to Search

Status

Received

Posted

POID

Status

Document Type
Merchandise Amt

Budget Status

g

0909023459

Dispatched
Purchase Order
200.00

Valid

>

Receipts(1} Vouchers(1)

Document Date  Supplier ID Location Inquiry
10/02/2024 0000067919 0030 B
10/02/2024 0000067919 0030 B

12072 v | View Al

Go To Document Status

Click the View All link, if available, to view all documents at one time.

To review the documents associated with the Purchase Order, click the Go To Document Status

Icon located to the right of the document

line.
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Voucher Document Status

Business Unit 09000 Voucher ID
Invoice ID  TST_INV_131_02 Invoice Date
Gross Amount  200.00 usD Approval Status
Supplier D 0000067919 ¥Aciions  STAPLES IN-001 Document Type
Location 0030 Status
- Lk
Purchase Receipts(1)
Orders(1)
Show All
Associated Document
EIEY
I Documents } [ Related Info l I
Actions ﬂ:;‘"e“ Document Type  DOC ID status Document Date
¥ Actions 09000 g‘r‘;':ase 0909023459 | Dispatched 10/02/2024
¥ Actions 09000 Receipt 0000002300 | Received 10/02/2024
[ Return to Search l I Refresh ]

10/02/2024

Approved
Voucher
Posted

Supplier ID

0000067919

0000067919

Document Tolerance Status Valid
Budget Misc Status Valid
Budget Status Valid

Match Status Maiched

1202 v | viewAll

Location Go To Document Status

Inquiry
0030 B
0030 B

From this page you can review additional information using the DOC ID Link. Close the window

to return to the Buyer’s Workbench page.
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Review PO Lines
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Buyer's WorkBench
Business Unit 09000 WorkBench ID  CLOSE_PO
*Description |CLOSE PO
Select POs for Further Processing
List of Purchase Orders
@ 1-10f1 v | Viewan
Detail Qther
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g:::;e Blanket PO Lines
0O | 0909023459 B N Dispatched 10/02/2024 10/02/2024 0000067919 g;zi‘en Standard =
Select Al O crearal
Action: I Approve l l Unapprove l l Cancel l I Close
I Dispatch l [ Preview ] [ Budget Check ]
Go To: Set filter options Process Request Options
Process Monitor View Prccesslng Results
Save
To review the PO lines, click the Lines Icon, outlined above.
Buyer's WorkBench
Purchase Order Lines
Business Unit 09000 WorkBench ID CLOSE PO
Description CLOSE PO
Purchase Order 0909023459
Select POs for Further Processing
List of Purchase Order Lines
@ 110f1 v I View Al
{ Details ‘ [ Contract Info 1
N . Recv A
Line Status Item ID Description Category ID Reqd RFQID RFQ Line
OFFICE SUPPLIES:
1 Approved 000013634 : General deskioflice 45469 Y
i supplies
™ select Al O ciear Al

Return to Buyer's WorkBench

l Notify H Refresh l

Be sure to click the View All link to review all the PO lines, if necessary.
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Review PO Schedules

Select the link number located under the line heading on the previous page. This will open the
Schedule Page as seen on the page below. From here you can go to the Receiver or Maintain
Distribution.

Buyer's WorkBench
Purchase Order Schedules

Business Unit 09000 WoerkBench ID CLOSE_PO
Description CLOSE PO
PO Number (0909023459
Line 1

Select POs for Further Processing

List of Purchase Order Schedules

|E| ‘E| View Al
[ Schedules H More Details . I»
Sched Status Due Date PO Qty ﬁ:'?ds:r:grcent Receiving Merchanii;i Currency Maintain Distributions
of
1 Active 10/02/2024 2.0000 = 200.00 USD L=
¥ Select All Clear Al

Retum to Purchase Order Lines

To review receivers, click the Receiving Icon.

To go to the Maintain Distributions page, click the Maintain Distribution Icon.

Click the More Details Tab.
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Buyer's WorkBench
Purchase Order Schedules

Business Unit 09000 WorkBench ID  CLOSE_PO
Description CLOSE PO
PO Number (0909023459
Line 1

Select POs for Further Processing

List of Purchase Order Schedules

‘EEEHQ| 110f1 v | ViewAl
I Schedules | ‘ More Details 1
Sched Status Base Amount Base Currency Matching Match Status PO
1 Active 200.00 USD Full Match Matched

™ selectan O ClearAll

Retumn to Purchase Crder Lines

l Notify H Refresh l

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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Review PO Distributions

Select the number link located under the Schedule Heading on the previous page. This link will

open the Distribution Page as shown below.

Buyer's WorkBench
Purchase Order Distributions

Business Unit 09000
Description CLOSE PO
PO Number 0909023459

Return to Purchase Order Schedules

WorkBenchID CLOSE_PO

Line 1 Sched 1

Select POs for Further Processing
List of Purchase Order Distributions

EIEY

I Distributions ‘ { More Details I Requisition 113

Dist Status PO Qty Merchaniirs': Currency GLUnit  Account Sub-Account Fund Type  Class-Funding Dept Bud Ref

1 Open 2.0000 200.00 USD 09000 536130 01 1000 20000 1000001 25

SelectAl 3 Glear Al

Select the Return to Purchase Order Schedules link to return to the schedule page.

Buyer's WorkBench
Purchase Order Schedules

Business Unit 09000
Description CLOSE PO
PO Number 0909023459

Line 1

Select POs for Further Processing

List of Purchase Order Schedules

Return to Purchase Order Lines

WorkBenchID CLOSE PO

=2 Lot -
I Schedules } [ More Details 113
Close PO =
Sched Status Due Date PO Qty Under Percent Receiving Merchang:"si Currency
Tol
1 Active 10/02/2024 2.0000 =] 200.00 USD
SelectAll O ClearAl

[ ViewAl

Maintain Distributions

i

Select the Return to Purchase Order Lines link to return to the Purchase Order Line page.

5
A s OKLAHOMA
a < Office of Management

P> & Enterprise Services



Page 42 of 63

Buyer's WorkBench
Purchase Order Lines

Business Unit 09000
Description CLOSE PO
Purchase Order 0909023459
Select POs for Further Processing

List of Purchase Order Lines

EEY
’ Details [ Contract Info 113
Line Status Item ID
1 Approved 1000013634
Select Al O Clear Al

Return to Buyer's WorkBench

[ Natify H Refresh l

WerkBench ID  CLOSE_PO

Description Category ID
OFFICE SUPPLIES:

General desk/office 45469
supplies

Recv
Reqd

1-10f1 « I View All

RFQID RFQ Line

Select the Return to Buyer’s WorkBench link to return to the Buyer’s WorkBench page.
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Review PO Results
Review the Not Qualified PO

This page is displayed when a PO is selected and the Close button is clicked from the Buyer’s
workbench.

It can also be accessed from the View Processing Results link on the Buyer’s workbench page.

e,

Buyer's WorkBench
Processing Results

Business Unit 09000
CLOSE PO

WorkBench ID CLOSE_PO
Description
Select POs for Further Processing

Not Qualified Qualified
‘E‘ e View All |E| e View All
POID Log PO ID Line Sched Distrib Line

= | -

Yes Na

Proceed: [

|

Return to Buyer's WorkBench

Select the Return to Buyer’s WorkBench link to return to the Buyer’s WorkBench page.

After selecting Purchase Orders to close, click the Close button on the Buyer’s WorkBench
page.
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Not Qualified

O

¥ selectAl

Proceed:

Buyer's WorkBench
Processing Results

Business Unit

Description
Select POs for Further Processing

WorkBench ID CLOSE_PO

Qualified
View 2 :

PO ID Log

POID
0909023122 -E

0909023123
0909023124 5]

0909023125
0909023126 [=z]

08059023128
0909023127 [z

0909023133
0909023129 [22]

0909023140
0909023130 [z
0909023141 [=z]
0909023142 [z
0909023143 [=z]

O clearan
l Yes
Return to Buyer's WorkBench
——

Accounting Date for Action |10/02/2024

[Jupdate Budget Date Equal to Accounting Date

1-50f5 v |
View 2

Line Sched Distrib Line

IO

This page is the Results section, and it includes a Not Qualified and a Qualified section.

The Not Qualified section is a list of Purchase Orders with some lines that are not eligible to be

closed.

The Qualified section is a list of Purchase Orders showing lines eligible to be closed.

Click the Exception Log Icon for a Not Qualified PO.
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Buyer's WorkBench
Purchase Order Logs

Business Unit 09000 WorkBench ID CLOSE_PO
Description
PO Number 0909023122
Log
120f2 v | ViewAl
Line Sched Dist Message Text
The Purchase Order may not be
1 1 closed because it has not been fully
Matched.
P Line has remaining
1 1 amounts/gquantities to release back to

the contract.

This page can be used to view the reason the Purchase Order is Not Qualified for closing.

Determine if the message has any bearing as to whether the PO should be closed.

Click the Return button.
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Override Not Qualified PO

Buyer's WorkBench
Processing Results

Business Unit 09000

Description  CLOSE PO
Select POs for Further Processing

Not Qualified

WorkBench ID CLOSE_PO

Accounting Date for Action |10/02/2024

[Jupdate Budget Date Equal to Accounting Date

Qualified

1-90f9 ~ | View2 D 1505 |
View 2
PO ID Log
PO ID Line Sched Distrib Line
El 0009023122 =
0909023123
0 0909023124 uz|
0909023125
0 0909023126 =
0909023128
0 0909023127 =
0909023133
0O 0909023129 =
0909023140
O 0909023130 =
O 0909023141 =
O 0909023142 =
O 0909023143 =
¥ SelectAl O clearan
Proceed: l Yes l l No
Return to Buyer's WorkBench
v——

The PO can be moved from the Not Qualified column to Qualified column by clicking the
empty radio box located to the left of the PO ID and then the Override button, shown above.
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Buyer's WorkBench
Processing Results

Business Unit 09000

Description  CLOSE PO
Select POs for Further Processing

Not Qualified
18018 v
POID
0 0909023124
0 0909023126
0 0909023127
0 0909023123
0 0909023130
O 0909023141
O 0909023142
O 0909023143
¥ selectAl O clearan
Proceed: l Yes l l No

Log

WorkBench ID CLOSE_FO

Accounting Date for Action |10/02/2024

[Jupdate Budget Date Equal to Accounting Date

Qualified

| View 2 :
PO ID
0909023123
0909023125
0909023128
0909023133

0909023140

0908023122

Return to Buyer's WorkBench

1-50f6 v |
View 2

Sched Distrib Line

DD D [ e [

Notice the Purchase Order selected on the previous page has been moved to the Qualified

section.

Go to page 32 of this manual, (Close Multiple Purchase Orders), to continue Closing the

Purchase Order.
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Delete Qualified PO

Buyer's WorkBench
Processing Results

Business Unit 09000 WorkBench ID CLOSE_PO

Description CLOSE PO
Select POs for Further Processing

Accounting Date for Action |10/02/2024

[Jupdate Budget Date Equal to Accounting Date

Not Qualified Qualified
18018 v | View2 | 16076 v [
View 2
PO ID Log
PO ID Line Sched Distrib Line
O 0909023124 5. ]
0909023123
O 0909023126 5. ]
0909023125 E
O 0909023127 5z
0909023128 E\
O 0909023129 5 ]
0909023133 E
O 0909023130 5z
0909023140 E\
O 0909023141 5 ]
0909023122 E
O 0909023142 5z
O 0909023143 5 ]
¥ select Al O clearan
Proceed: l Yes l l No

Return to Buyer's WorkBench

The user can delete a Qualified Purchase Order by selecting the Minus (-) icon, shown above.
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Budget Check Close PO

The PO budget checking process is run at Noon and in the evening. If the user does not want to
wait for the PO to budget check during those times, the PO can budget check from the Batch
Budget Check process page.

Navigation: Purchasing > Purchase Orders > Budget Check Purchase Order

PO Budget Check Request

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

‘ Find an Existing Value ‘ | Add a New Value ‘

* Search Criteria

Run Control IV | begins with | |BUDGET_CHECK |

[ Case Sensitive

Basic Search &P Save Search Criteria

Enter the Run Control ID and select the Search button.
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Budget Check Purchase Order

Run Control ID EUDGET CHECK Report Manager Process Monitor Run

Budget Check Request | Q | I Tof1 v | View All

[+][=]

Process Freguency

) Once ® Always O Don't Run

Request Number 1 *Description |BUDGET CHECK PO |

Process Options

‘Business Unit | Value v Business Unit | 09000 Q

POID | Al v|
PO Date | Al v|
Actg Date | All Vl
PO Type | All Vl
Buyer ID | All Vl
Origin | All Vl

PO Status | Some vl [ Approved [ |Di.s_patl:hed DOpe_n

e 4 Complete [ nitial [J Denied
O Canceled [ Pending Approval I Pending Cancel

Mid Roll Status | Al v

Process Frequency — These buttons define whether the process will run when the Run button is
clicked. To run the process, select the Always option.

Enter a description.

Business Unit — This field allows you to define a specific business unit for the Budget Check
Process to be run. To define a business unit, select Value from the dropdown menu, then input
the desired Business Unit.

Enter a Business Unit ID

PO Status — This field allows you to select Purchase Orders with specific statuses for the
process. To Budget Check closed POs, select Some from the dropdown menu, then select the

Complete checkbox.

Click the Complete checkbox located to the right of the PO Status field.

After defining Process Options, click the Run button.
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Process Scheduler Request
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User D BBENNOG

Run Control ID

Server Name |

Run Date [10/02/2024

Help

BUDGET_CHECK

Recurrence |

Process List

Select Description

Comm. Cntrl. Budget Processor

Process Name Process Type

FS_BF Application Engine

Run Time |3:27:52PM l

Reset to Current Date/Time

Type *Format Distribution

web v| [TXT  ~ Distribution

Ensure the FS_BP process is selected on this page.

Click the OK button to initate the Budget Check Request.

NOTE: Any encumbrance balance on the Closed PO will be returned to your budget.

Budget Check Purchase Order

Run Control I ByPGET_CHECK

Budget Check Request

Process Frequency

O once ® Always

Request Number

Process Options

“Busi Unit ’m
PO Date

Actg Date
Buyer 1D
origin

PO Status

Mid Roll Status | Al

=

Report Manager

Process Instance: 29688775

Q]

O Don’t Run

Process Monitor

| View All

[+][=]

1 of 1

*Description |BUDGET CHECK PO

Business Unit | 09000 Q,

O Approved [ Dispatched
G Complete Clinitial
I Canceled [ Pending Approval

Copen
CDenied
CJPending Cancel

I Add H Update/Display

Select the Process Monitor link to review the process.
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[ Process List H Server List l

View Process Request For

user ID ‘BBENNO& Q| Type | v| [Last ~| | || [pays ] Refresh
Server ‘ "‘ Name | Q| Instance From \:\ Instance To E

¥ Process List

\E\ 1-70f7 v | View All

Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status [S’gmg"""" Details  Actions
20688775 Application Engine FS_BP BBENNOS  10/02/2024 3:30:44PM CDT Succass Posted Details ¥ Actions

Use the Refresh button to update the Run Status until the process is complete.

When the job is complete, click the Details Link.

Process Detail

Process
Instance 29688775 Type Application Engine
Name FS_BP Description Comm. Cntrl. Budget Processor
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID  BUDGET_CHECK Hold Request
. Queue Request
Location Server
Cancel Request
Server PSUNX 'Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 1010212024 3:31:00PM CDT Parameters Transfer
Run Anytime After 10/02/2024 3:30:44PM CDT Message Log View Locks
Batch Timings
Began Process At 10/02/2024 3:31:15PM CDT .
View Log/Trace

Ended Process At 1070272024 3:31:30PM CDT

Click the Message Log link.
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Message Log

Process

Instance: 29688775 Type: Application Engine
Name: FS_BP Description:  Comm. Cntrl. Budget Processor

@ View All

Severity Log Time Message Text

10 23117PM Commitment Control Budget Processing has begun.

10 3-31-17pM Begin request number 1 for User ID "BEENNDOG" and Run Control ID "EUDGET_CHECK™. Explain

10 3:31-22pM N0 documents were selected to process for request number 1. Explain

10 3-31°23PM Reqguest 1 for "BEENNO0G" / "BUDGET_CHECK" completed successiully. Explain

10 3-31-23pM Request 1 Statistics. Documents Processed: 0, Emors: 0, Warnings: 0 Explain

10 3-31-23pM Begin request number 2 for User ID "BEENNOG" and Run Control ID "BUDGET_CHECK™. Explain

10 3-31-25p Mo documents were selected to process for request number 2. Explain

10 3-31:25p Request 2 for "BBENNOG" / "BUDGET_CHECK" completed successfully. Explain

10 3-31°25PM Reqguest 2 Statistics. Documents Processed: 0, Emors: 0, Warnings: 0 Explain

10 3:31:20py Commitment Control Budget Processing Complete. Explain

Report Repository URL is: https//sokii-
10 3:31:30PM tst.opc.oracleoutsourcing.com/SchedulerTransfer/SOKLFTST (63 ,68)

Transferred file:

10 3-31-31pM fuli/appl/oracie/product/ptipsreports/SOKLFTST/20241002/26384407/AE_FS_BP_29688775. Explain

o stdout file size: 1KB (63,53)
Transferred file:

10 331°31PM ful1/app/oracle/product/pt/psreports/SOKLFTST/20241002/26384407/AE_F5_BF_29688775_ Explain

o 1002153115 AET file size: 14KB (63,53)

Explain

10 3:31:31PM File transfer successful. Success (63.52) Explain

3:31°31PM Successiul Hitp Reply Code: 200 - OK (63,57) Explain

A Published message with ID 4ee8f3d2-80fd-11ef-ad7e-55a1061362b1 to create entry in folder

Explain
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Criteria for Closing PO

Appendlx A

All vouchers associated with the Purchase Order must be posted.
2. The Purchase Order must be fully matched.
3. Fully Matched means:

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

The quantity ordered is within the specified Close PO Under Quantity Percent Tolerance.
The PO is distributed by quantity and all quantities have been matched.

The PO is distributed by amount and the extended dollar amount has all been matched.
If a line item has been canceled and all other lines are fully matched, the Matching link
on the PO header will never update to Fully Matched but the PO will be eligible to close.

4. If the Purchase Order is set up as No Match but Receiving is required, the receiving must
either be turned off or the product must be received.
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MESSAGE DEFFINITION | RESOLUTION | OVERRIDE
The PO Line is tied to an active Voucher; There is a voucher | The voucher needs No
therefore it may not be closed. that has not been to be fully

posted. Therefore it | processed. (Budget

may not be check, matched and

matched or budget | posted and if

checked. possible paid.)
POs with Receiving Required On though The PO is usually You can either Yes
not received an AO setup as No | process a receiver

Match but the PO or turn receiving

was set up as off.

Receiving

Required.

Receiving was not | We prefer agencies

done. When the begin using the

voucher was receiving.

created it was not

required to go

through matching

so the voucher did

not fail match.
The Purchase Order may not be closed 1. The PO was not | If you are sure you | Yes

because it has not been fully Matched.

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 fully
match on quantity.

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 is 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.
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MESSAGE

DEFFINITION

RESOLUTION

OVERRIDE

The Purchase Order’s Activity Date is

greater than the Calculate PO Close Date.

Yes

Cannot close PO with unchecked or error
budget status on header.

The PO is in an
error status.

The PO is in an
error status and
must be fixed
before the system
will close it.

No, if it is in an
error status.
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Close a Purchase Order Line

Navigation: Purchasing > Purchase Order > Buyer’s Workbench

Buyer's WorkBench

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

‘ Find an Existing Value ‘ ‘ Add a New Value ‘

* Search Criteria

*Business Unit 09000 Q |

WorkBench ID | begins with v| CLOSE_PO |

Description | begins with v| |

[l Case Sensitive

Basic Search &P Save Search Criteria

Enter your Business Unit, WorkBench ID, and click the Search button.

If it is the first time the user has run this process, a Run Control ID must be created on the Add a
New Value tab.
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Buyer's WorkBench

Filter Options

Business Unit 08000

Description CLOSE PO
Enter search criteria and click on Search. Leave blank for all values.

Search Criteria
oue e

ltem ID |

Buyer |

ContractID |

GFOID |

GPO Contract |

Status

DOpen DPEndingAppr
Dispatched O Cancelled

Receiving

Recv Reqd | Opfional

® AN ) Not Received
Matching

O Required O Not Required

= Al ) None
Encumbrance

[ Open Encumbrances

ChartFields

GL Unit Account Fund Type Dept

WorkBench ID  CLOSE_PO

To
To
To
To

Requisition |0

Contract Version

m} Approved

O include Closed

O Partially Received

O Partial Match

Program

Page 58 of 63

) Fully Received

) Fully Matched

| iewall

Y o) [ af]

al | Q

Seanch Return to Buyer's WorkBench

a]

Enter selection criteria for the Purchase Order(s) with lines needing to be closed and click the

Search button.
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Buyer's WorkBench
Business Unit 09000 WorkBench ID  CLOSE_PO
*Description (CLOSE PO
Select POs for Further Processing
List of Purchase Orders
@ -loi1 v | view Al
Detail Other
Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action g'r‘::f'* Blanket PO Lines
0909022366 B Dispatched éommnz: énmmoza éoooowsdae Hw‘lj\llllya 35 gStandard =
¥ Selsct All Clear All
Action: l Approve ] l Unapprove I l Cancel ] l Close
l Dispatch ] I Preview I l Budget Check ]
Go To: Set filter options Process Request Options
Process Monitor View Processing Results
Save
Click the check box located to the left of the Purchase Order number.
Click the Lines Icon on the right hand side of the line.
Buyer's WorkBench
Purchase Order Lines
Business Unit 09000 WorkBench ID CLOSE_PO
Description CLOSE PO
Purchase Order (0909022366
Select POs for Further Processing
List of Purchase Order Lines
E 12072 v I View 1
I Details ‘ [ Confract Info 13
. L Recv .
Line Status Item ID Description Category ID Reqd RFQ ID RFQ Line
2023 Ford F150 Crew
1 Approved X4 (6) 56489 Y
Fiberglass Camper Shell
2 Approved with Shelving 56489 Y
M select AN 0 clearan
Return to Buyer's WorkBench
l Motify l l Refresh l

Click the View All link to view all lines on the Purchase Order.

NOTE: All the lines have been selected; deselect the lines you do not want to close.
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Buyer's WorkBench
Purchase Order Lines

Business Unit

Description CLOSE PO

09000

WorkBench ID CLOSE_PO

Purchase Order (0909022366
Select POs for Further Processing
List of Purchase Order Lines
@ 12072 w I View 1
[ Details ‘ [ Contract Info Ii»
Line Status Item 1D Description Category ID Egﬁ: RFQID RFQ Line
2023 Ford F150 Crew
1 Approved 1X4(6) 56489 Y
Fiberglass Camper Shell
O iz Approved wimrsgnelving pe 56480 %
™ select Al O clearan

Return to Buyer's WorkBench

l Notify H Refresh l

Click Return to Buyer’s WorkBench link.
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Buyer's WorkBench

Business Unit 09000

WorkBench ID  CLOSE_PO

*Description |CLOSE PO

Select POs for Further Processing

List of Purchase Orders

[=](e]

4 Mot b b | ViewAl
i
Purchase Order Doc Status Hold PO Status ‘ PO Date Last Activity Supplier ID ‘ Buyer Match Action g::'ne Blanket PO Lines

0909022366 B N Dispatched 0712612023 11/07/2023 0000075466 ;Iﬂ“lrclls Standard =]

¥ SelectAll O clearan
Action: l Approve ] [ Unapprove ] [ Cancel ] l

I Dispatch ] [ Preview ] [ Budget Check ]

Go To:

Set filter options
Procaess Monitor

Process Request Options
View Processing Results

Click the Close button.
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Buyer's WorkBench
Processing Results

Business Unit

Description
Select POs for Further Processing

09000 WorkBench ID CLOSE_PO
CLOSE PO

Page 62 of 63

Accounting Date for Action |10/02/2024 |

[JUpdate Budget Date Equal to Accounting Date

Qualified
View All | 5 |

Log
POID

0909022366

MNo
Return to Buyer's WorkBench

Not Qualified
&l
PO ID
O
¥ Select Al Clear All
Proceed: | Yes |
| Motify || Refresh |

Line

View All

Sched Distrib Line

Notice the Qualified section only includes Line 1 for the Purchase Order selected. This is
because line 2 was deselected from the Lines page, page 60.

NOTE: You must pay close attention to the qualified section. This section will tell you if you are
canceling a Purchase Order, Purchase Order Line, or Purchase Order Schedule.

If it was closing the Purchase Order only, the Purchase Order number will be present, but the line
and schedule number will not be present.

If you are closing the Purchase Order line, the Purchase Order number and line will be present.

If you are closing a Schedule, the Purchase Order number, line and schedule will be present.

To view all lines returned, click the View All link.

Click the Yes button to close the Purchase Order Lines.

Continue to Close POs. (10224,10)

Yfes | |

Mo

Click the Yes button.

b4y
A h OKLAHOMA
" < Office of Management

Q> & Enterprise Services



Page 63 of 63

Buyer's WorkBench

Business Unit 09000 WorkBench ID  CLOSE_PO
*Description |CLOSE PO

Select POs for Further Processing

List of Purchase Orders

@ 116f1 w | View Al
Detail Other

Purchase Order Doc Status Hold PO Status PO Date Last Activity Supplier ID Buyer Match Action E'r‘;:fe Blanket PO Lines
0909022366 B N Dispatched 07/26/2023 11/07/2023 0000075466 HW‘\'\II‘i):args Standard =l
¥ select Al O clearail
Action: l Approve ] [ Unapprove l [ Cancel I [ Close
Dispatch ] [ Preview l [ Budget Check I
Go To: Set filter options Process Request Options.
Process Monitor View Processing Results
[ ]
Click the Lines Icon located to the right.
Buyer's WorkBench
Purchase Order Lines
Business Unit 09000 WorkBench ID CLOSE_FO
Description CLOSE PO
Purchase Order (0909022366
Select POs for Further Processing
List of Purchase Order Lines
1-20f2 w I View 1
I Details l I Confract Info {13
- . Recv 5
Line Status Item ID Description Category ID Reqd RFQID RFQ Line
2023 Ford F150 Crew
1 Closed X4 (6) 56489 Y
Fiberglass Camper Shell
O 2 Approved with Shelving 56489 Y
M select Al 0 ciear an

Return to Buyer's WorkBench

l Notify H Refresh ]

The line has been closed. This can also be closed on the schedule line.

S D4
¥ . OKLAHOMA
a < Office of Management

P> & Enterprise Services



	Document History
	Close Requisition through WorkBench
	Overview
	Close a Requisition (s)
	Filter Option Page
	Filter Option Definitions
	Requestor’s WorkBench
	Reconciliation Definitions

	Budget Check Requisition (s)
	Criteria for Closing Requisition
	Requisition Not Qualified Messages

	Close Purchase Order through WorkBench
	Overview
	Close a Single Purchase Order
	Filter Options Page
	Filter Option Definitions
	Buyer’s WorkBench
	Reconciliation Definitions

	Update Purchase Order-Maintain POs
	Edit the PO
	Close the Purchase Order

	Close Multiple Purchase Orders
	Filter Option Page
	Buyer’s WorkBench


	Steps to Close a Purchase Order
	Review Purchase Order
	Document Status
	Review PO Lines
	Review PO Schedules
	Review PO Distributions

	Review PO Results
	Review the Not Qualified PO
	Override Not Qualified PO

	Delete Qualified PO
	Budget Check Close PO
	Criteria for Closing PO
	Appendix A
	Purchase Orders Not Qualified Messages

	Close a Purchase Order Line



