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Locating and closing POs that have had no activity for a period of time.

Navigation: Purchasing > Purchase Orders > Buyer’s Workbench
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Budget Check

Once at the Buyer’s Workbench, enter your WorkBench ID and select Search. If you don’t know or have
a WorkBench ID, selecting Search will display a list of existing IDs.

Buyer's WorkBench

Enter any information you have and click Search. Leave fields blank far a list of all values.
Find an Existing Value Add a Mew Value

Search Criteria

Business Unit: [= v | 12500 @,
WorkBench ID:| begins with ¥ || Enter workbench ID
Description: | begins with * |

I Case Sensitive

e

Search Clear |Basic Search @ Save Search Criteria



To create a WorkBench ID, select Add a New Value tab, type in an ID of your choosing and select Add.
(Note: The WorkBench ID is a text field and will not accept spaces.)

Buyer's WorkBench

FEind an Existing Value Add a New Value

Type your description

Business Unit: QJ /

WorkBench ID:

The Filter Options screen is where you define your search parameters in PeopleSoft.

To find POs that have not been used since a specific date, enter that timeframe in the Activity Date To
field in the Search Criteria section of the page:

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 @, To @

PO Date 34 To 34

Activity Date [31) To |12/31/2015 31

Due Date 1 To 3

Request BU @, Requisition ID @
Supplier ID @,

This will give you all POs that have not been touched since 12/31/2015.

In the Status and Receiving sections of the page, enter the following to filter out POs that have been
closed or canceled:

LU I a,
GPO Contract
Status
#| Open #| Pending Appr #| Approved ¥| Denied
¥ Dispatched _| Cancelled | Include Closed
Receving
Recv Reqd Leave blank v

All Not Received Partially Received Fully Received

hAate hina



Filter Options

Business Unit 12500
Description Close PO Mo Actwy

WorkBench ID CLOSE PO

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

Search Criteria

Purchase Order @, To @,
PO Date Bl =
Activity Date Bl Q 0913012015 D
Due Date El TO El
Request BU @, Requisition ID @,
Supplier ID @,
Item ID @,
Buyer @,
Contract SetiD
Contract ID @, Contract Version @,
Release Number
GPOID @
GPO Conirach
Open Pending Appr [v] Approved Denied
Dispatched [cancelled [Minciude Closed
iing
L v|
O A O Not Received O partially Received O Fully Received
Matching
] Required I Not Required
Can O None O Partial Match ) Fully Matched
Encumbrance
[ open Encumbrances
ChartFields Personalize | Find | View All | [E1 |
Chartfields.
GL Unit Account Sub-Account Fund Type Class-Funding Dept Bud Ref CFDA#
@, @, @, @, @, @, @ @,
<{

1- Plurn to Buyer's WorkBench

[=] Motify | =¥ Refresh

First ‘4 10f1 ' Last

Program



To find POs that are not closed or canceled and have not been touched since 12/31/2014, your page will
have the following fields populated. When you select Search, your results will look like this:
(Note: Be sure to select View All to see all of your search results.)

Buyer's WorkBench

Business Unit 12500 WorkBenchID CLOSE PO
*Description [Close PO No Actvy

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View All |EI | Download
Detail Other
g:;c:rwiise SPE‘:IEJ:S PO Status Hold PO Date Last Activity Supplier ID Buyer :‘:::L B?da:’ge Elc;mka Lines

] 1259000446 E] Dispatched N 09/09/2008 07/24/2014 0000000978 Donna'Ward  Standard 12
Select All |0 Clear Al
Action: Approve Unapprove Cancel Close

Dispatch Praview Budgst Check
Go To: Set filter options Process Request Options
Process Monitor View Processing Results

Save

You can also download this information to an Excel spreadsheet by selecting Download.

Lt e Ut M 1 e 1

List of Purchase Orders Personalize | Find | [View 1) | & First 4 1-97 of97 & Last

Detail Cther

gl:‘;c:r\fse PO Status Hold PO Date Last Activity Supplier ID Buyer K‘gtti(:::\ g:\dﬁ:rge Egnkat Lines
] 1250000446 Dispatched N 00/09/2008 07/24/2014 0000000872 DonnaWard — Standard 12 = -
[0 1259000467 Dispatched N 11/07/2008 09/26/2014 0DOD000390 Donna Ward — Standard 21
) 1259000614 Dispatched N 0B/06/2010 11/20/2013 0000001100 DonnaWard  No Match & =
[0 1259000616 B Dispatched N 08122010 11A18/2013 0000054823  DonnaWard — Standard ] B
() 1259000631 Dispatched N 09/21/2010 06192013 0000069316 Donna Ward  Standard G =
[0 1259000632 B Dispatched N 09/21/2010 06/19/2013 0000069316 DonnaWard  Standard 4 B
() 1259000633 Dispatched N 09/21/2010 06192013 0000069316 Donna Ward  Standard ] B
[ 1259000634 Dispatched N 09/21/2010 06/20/2013 0000069316  Donna Ward  Standard ] =
L) 1259000698 Dispatched N 077282011 111572013 0000001101 Donna Ward  No Match & B
[ 1259000699 Dispatched N 0712822011 11/20/2013 0000001100 DonnaWard  No Match 13 =

Select All & clear Al

Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check
Go To: Set filter options Process Request Options
Process Monitor View Processing Results

Save



Choose Select All and then Close.

Buyer's WorkBench

Selact POs for Further Processing

List of Purchase Orders

Detail | Other

Business Unit 12500

*Description Close PO No Actvy

;‘:;':” Doc Status PO Status Hold
1259000446 Dispaiched N
1 1259000467 Dispatched N
] 1253000614 B Dispatched N
1259000616 Dispaiched N
] 1259000631 Dispatched N
1258000632 Dispatched N
1259000633 Dispatched N
¥ 1259000634 Dispatched N
1259000698 Dispatched N
[ 1259000699 Dispatched N
Select Al [ Clearal

1)
Action: Appr;?{ | Unapprove
| Dispatch | Preview

WorkBench ID

CLOSE PO

Personalize | Find | View 1 |IEI | Download

To see all of your results, select View All, View 100 if there are more than 100 results.

Buyer's WorkBench

Processing Results

Business Unit 12500
*Description [Close PO No Actvy

Select POs for Further Processing

Not
Qualified

O
O

Select Al

Proceed:

Personaliz B

POID

1259000467

1259000616

[ Clear Al

Yes

=] Notify | Refresh |

First 4 1-97 of 97

PO Date Last Activity Supplier ID Buyer Match Action g'r‘:é‘r“e Eg“m Lines
09/09/2008 07/2472014 0000000978  DonnaWard  Standard 12 =
11/0772008 097262014 0000000390  DonnaWard — Standard 21 =
08/06/2010  11/20/2013 0000001100  DonnaWard  NoMatch 8 =
08122010 11/1872013 0000054523  DonnaWard  Standard 8 =
092172010 06/19/2013 0000069316 DonnaWard  Standard 6 =l
09/21/2010  06/19/2013 0000069316  DonnaWard ~ Standard 4 [E]
09/21/2010  06/1972013 0000069316  DonnaWard  Standard 5 El
092172010 06/20/2013 0000069316 DonnaWard  Standard 5 [E]
071282011 11/1572013 0000001101 DonnaWard Mo Match 8 E]
07/28/2011 1172072013 0000001100 DonnaWard ~ No Maich 13 =
| Cancel | Q Close |) J
| Budget Check |
WorkBench ID CLOSE PO
*
Accounting Date for Action |03/16/2017 |[s
[l update Budget Date Equal to Accounting Date
First 4 12 of . Personaiize KWiew 100D First 4 1-2f
. Qualified m .
11 Last 107 Last
Log PO IDa Line Sched Distrib Line
B 1259000446 =]
= 1259000467 4 =]

Returmn to Buyer's WorkBench



Notice not everything is eligible. Choose Select All and then the override button.

Buyer's WorkBench
Processing Results
Business Unit 12500 WorkBench ID CLOSE PO
*Description |Close PO No Actvy

Select POs for Further Processing

Accounting Date for Action |03/16/2017 |[»]

Owverride button

[J update Budget Date Equal to Accounting Date

Not Personalize | View2 | First 4 111 of Qualifieq  Personalize | View 2 |0 First 4 1-100 of
Qualified 110 Last 107 ! Last
POID Log PO DA Line Sched Distrib Line
1259000467 = 1259000446 =
¥ 1259000616 (2] 1259000467 4 j .
W 1259000698 52 1259000467 3 =]
7 1259000699 = 1259000467 & =
1259000753 = 1259000467 1 (=]
1259000754 ] 1259000467 2 (=]
;i 1259000790 = 1259000614 (=]
1259000809 = 1250000616 3 (=]
o 1259000823 = 1259000616 2 (=]
M 1259000855 = 1259000631 =
v 1259000864 = 1259000637 (=]
1259000633 =
1259000634 =
1259000699 2 =
1259000699 3 =Y

Select Al [C] Clear Al

Proceed: | Yeg | | Mo | Return to Buyer's WorkBench




Select Yes to proceed.

Buyer's WorkBench
Processing Results
Business Unit 12500
*Description Close PO No Actvy

Select POs for Further Processing

Not Personalize | View 2 | First'4' 1 of
Qualified 1'% Last

PO ID Log D

O

[ SelectAll || Clear All

—

Proceed: Yes MNo

When you receive a confirmation to close, choose Yes.

Continue to Close POs. (10224 .10}

Yes | Mo I

Your POs will be closed and will budget check in the overnight process to release any remaining

balances.

WorkBench ID CLOSE PO

Accounting Date for Action (03/16/2017 |3

[J update Budget Date Equal to Accounting Date

Qualified

POID

1259000446
1259000614
1259000631
1259000632
1259000633
1259000634
1253000704
1259000729
1259000742
1259000749
1259000750
1259000751
1258000755
1258000757
1258000756

Return to Buyer's WorkBench

Personalize | View 2 |

Line
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