
LOCATING AND CLOSING POs THAT HAVE HAD NO ACTIVITY FOR A PERIOD OF TIME.  
  
Navigation: Purchasing > Purchase Orders > Buyer’s Workbench  
Select the Purchasing icon in the menu. 

On the next screen, select Purchase Order. 

Select the Buyer’s Workbench icon from the Purchase Orders menu. 

  



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

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

  



The Filter option screen is where you tell PeopleSoft what you are looking for.  
  
To find POs that have not be used since a specific date, in the Activity row, leave the first field blank and enter a date in 
the To field on the Search Criteria section of the page.  

This will give you all POs that have not been touched since 01/02/2019 9 (for this example).   
  
In the Status and Receiving sections of the page, enter the following criteria to filter out those POs that have already 
been closed or canceled.  

  



To find POs that are not closed or canceled and have not been touched since 01/01/2019, your page will have the 
following fields populated and then you select Search at the bottom of the screen.   

  



Your results will look like this.  
**Note – be sure to select View 100 to see the first 100 POs of your search. **  

You can also download this information to an Excel spreadsheet by selecting the spreadsheet icon and then choosing 
Download List of Purchase Orders Table to Excel. 

  



Choose the Select All link and then select Close. 

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

  



Notice not everything is eligible in the Qualified section of the screen. Choose Select All and then the override icon. 

If one or more POs don’t move from the Not Qualified section to Qualified section, you can select the Log icon to see 
why. In this example, the PO is on hold and can’t be closed until the Hold box is deselected from the Add/Update PO 
screen. Once satisfied, select Yes to proceed. 

After you select Yes to proceed you will receive a conformation to close. Select Yes.   

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