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How to Close Out a Purchase Order 
Important Note: Do not close any recent purchase orders unless you know that payments have been fully paid.
	Step #
	Task

	1.
	From the Enterprise Menu (on the left-hand side of the screen), select: Purchasing/Purchase Orders\Reconcile Purchase Orders\Reconciliation Workbench.

Note: There is a “Close Purchase Orders” choice, but this is not the correct path!

	For the first time only, do the following:

	2.
	Develop a Job Name to be used now and in the future for this process by doing the following:

a. Click on the “Add a New Value” tab.

b. Enter the following information:

· For Business Unit: “OPMM1”.

· For Workbench ID: Create/give a name (Example: AnnClose).

c. Click on the “Add” button in the bottom left-hand corner.

	After the first time, always do the following:

	2. 
	Click on the “Find Existing Value” tab and Search/Select your Job Name.

	3. 
	Under “Search Criteria”, enter the following information:

· For Buyer Name: Enter your buyer name (user ID).

· For Purchase Order: Enter a single purchase order number or a range of purchase order numbers.

	4. 
	Click on the “Search” button in the bottom left-hand corner.

	For the first time only, do the following:

	5.
	On the Reconciliation Workbench Screen, enter the following information:
· For Description: Enter “Close out purchase orders”.

	After the first time, always do the following:

	5.
	Review the list of purchase orders (you may need to click on “View All” or use the navigation button to view the entire list ) and de-select any purchase orders that you do not wish to close (by removing the checkmark next to the PO numbers).   

Alternatively, you may remove all checkmarks by clicking on the “Clear All” button and then check/select the purchase orders you wish to close.

	6.
	Click on the “Close” button at the bottom of the screen.  A blinking “Processing” message should appear.
Note:  The purchase orders you selected will appear or be listed as “qualified” or “not qualified”.  Only qualified purchase orders can be closed.


	7. 
	If a Purchase Order is “Qualified”

· Click on the “Proceed: Yes” button at the bottom of the screen. A blinking “Processing” message should appear.
· Continue to close purchase orders by clicking on the “Continue to Close Purchase Orders: Yes” button.

· Once the Reconciliation Workbench Screen returns, you can check the status of a purchase order by viewing the Purchase Order Status column.  Previously qualified purchase orders will be listed as “Compl” or Completed (and you will not be able to get back into the purchase order).  If a purchase order was not selected or not qualified, it will be listed as “Dispatched”.

	If a Purchase Order is “Not Qualified”*
· Click on the “Log” icon to identify the reason why.
· Click on the “Return” button to return to the list.

· Investigate the reason(s) why a purchase order is not qualified and take the necessary steps to correct the situation.  A PO Change Order may be required.
Possible Reasons Why a Purchase Order 

Is Listed As Not Qualified
· The purchase order could be pending payment.

· The PO Budget status is not valid.

· An un-posted voucher exists against the purchase order.

· A receiving requirement has not been satisfied.

· The last activity date on the purchase order is less than or equal to the current date minus 30 days.




* Important Note: Please see Cheryl Rannou for assistance/guidance with purchase orders that do not qualify for closing.
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