Encumbrance Year-End Process 1

Creating Vouchers in July 2011 for Goods and Services Received as of June 30, 2011 (Paying Accounts

Payable)

When creating a voucher in July or August 2011 for goods and services received as of June 30, 2011, change

the accounting date to June 30, 2011 to record the expenditure in FY11. The budget date also needs to be

changed to June 30, 2011 to charge the expenditure against the 2011 budget. The voucher budget check will

error if the budget date is not changed or if the Bud Ref or Class codes are not entered.

Procedure:
1. Enter Voucher (Navigation: Accounts Payable > VVouchers > Add/Update > Regular Entry).

2. Enter normal information (invoice number, date, etc.) and copy PO or Receiver to the VVoucher.

3. On the Invoice Information Tab (Voucher Entry Page), the accounting date defaults to the current
date. Change the Accounting Date to 06/30/2011 and enter the Bud Ref & Class Codes.
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Business Unit: 34100

U Qualty

[ Demand Planning

[ Inventory Policy Planning

[ Supply Planning
Grants

[* Program Management

[* Project Costing

[ Proposal Management
Resource Management

[ Travel and Expenses

[ Biling

U Accounts Receivable

= Accounts Payable
 Vouchers

Invoice Humber: | 1285870

Voucher ID: NEXT Invoice Date: 06730/2011 | [iW)

Voucher Style: Regular

Vendor: 0000016228 Q Mise. Amount: Neon Merchandise Summary
SANDIA OFF-001 X
001 Q

"Address: (=}

Name: Freight Amount:

Location:

= AgdiUpdate Total: 600.00

= Reguilar Entry

SANDIA OFFICE SUPPLY INC

3831 SINGER BLVD NE Balance: 0.00

ALBUQUERQUE, NN 87109

[* Maintain
Agprove

[» Control Groups

[» Payments

[* Batch Processes

[* Review Accounts Payabile
Info

[+ Archiving

[ Reparts

= Accounts Payable Canter

Comments

“Pay Terms: PayNow ~| 5 Basis Ot Type: nvoice Date Action: v

Accounting Date: [0g20/2011 |W

Control Group: Q *Currency: [uso ]y

[» Cash Management

i Deal Management
[+ Risk Management
0 VAT and Intrastat
[ Excise and Sales Tax/VAT ND
Commitment Control
[' General Ledger
Alocatons
{ Statutory Reports
O Data Exchanges
{* Set Up Financials/Supply Chain
[ Enterprse Components
[ Background Processes
[ Worklis!
Tree Manager
[* Reporting Tools
PeopleTools
[ NMS Custom

PO Unit:

bt

Purchase Order: Q@ CopyPO ! Worksheet Copy Option: | None

Invoice Lines

Line ‘Distribute by Item
1 |Amount ™
Ship To

FCD31000(

Extended Amount
E00.00

Description Quantity UOM Unit Price

= 8 4

SpeedChart

& [Juse One AssetID

|~ Dis
/

GL Chartfields 1 | GL CharFields 2 Exchange Rate

Statisics Assaty )

Amount

CQuantity
1 £00.00

Fund *Account  Sub Acct

), 544100 | O &1

*GL Unit Department
[24100 |, [01000 |, [s010000000

Oper Uni dRef Class

T}, Projects 11 2, (00000 X

4. Change the Budget Date to 06/30/2011 on the Distribution Lines section — GL Chartfields 2 Tab.
Note: The budget date will have to be changed for each distribution line(s) on the vouche.
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Line *Distributeby Item Description Quantity UOM  Unit Price Extended Amount
1 [Amount ] [ Ja | ] I - ]l 600.00)
shipTo  SpeedChart

[Fcpat00/Q [

|Q [Juse One AssetID

First * 1of1 ° Last

OLILIL]E

0673012011 |

Encumbrance Year-End Process 2

Disencumbering or Closing Encumbrances (Purchase Orders)

Follow the diagram below, to determine which of the four guides [Year-End Process 2A through 2F] should be
followed to disencumber or close FY11 encumbrances.
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Encumbrance Year-End Process 3

Create or Reestablish 2012 Purchase Orders

The agency must create/reestablish the requisition and/or purchase order(s) for all fiscal year 2012
encumbrances and multi-year appropriations originating in fiscal year 2012.

Multi-year appropriations established in fiscal year 2010 or 2011 that are still valid for fiscal year 2012 will not
have to be reestablished. The encumbrance (purchase order) will be valid until the end of the appropriation
period.

Note: If the appropriation is reauthorized, it may be necessary to close the purchase order then enter a new
purchase order using the appropriate budget reference and class codes.

Encumbrance Year-End Process 2A
Preparing Purchase Orders without Attached Vouchers for
Closing with the Reconciliation Workbench
Agencies can cancel a Purchase Order(s) if the following conditions apply:
e The PO status is not on hold.
e The PO is not dispatched (If dispatched, all lines can be cancelled without cancelling the entire PO. PO

status will be pending cancel).

e None of the PO schedules are matched.
e The PO does not have a receipt recorded against it.
e The PO does not have a voucher recorded against it.

e The user is authorized to cancel PO’s.
The user should follow the check list when creating a change order/closing a Purchase Order:

e Change the PO Accounting Date to Current Date but no later than 06/30/20XX.

e Review the PO Accounting Entries. The accounting entries equal to the total amount of the PO.

e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.

e (o back to the Main Purchase Order and change the price to 0(zero), click refresh, and budget check the
PO.

e Review PO accounting Entries. The accounting entries must equal to 0 (zero).

e Proceed with closing of the purchase order through the PO reconciliation workbench to prevent misuse

of the zeroed out document.
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Note: The example print screens below may have prior year calendar dates. It is the user’s
responsibility to change the prior year dates to current year dates.

Below is an example of a scenario where an agency created a purchase order then cancelled it.

Scenario: An agency created a purchase order. The purchase order has no payments made against it and all
necessary conditions to cancel the PO apply. The agency wants to disencumber/cancel the purchase order.
e Change the PO Accounting Date to Current Date but no later than 06/30/20XX.

Navigation: Purchasing > Purchase Orders > Add/Update > Find an Existing Value > Enter Business Unit and

Purchase Order ID.

[> Vendors
= Purchasing
[* Requisitions
[* Request for Quotes
[> Procurement Contracts

Maintain Purchase Order

Purchase Order

= Purchase Orders Unit: 34100 PO Status: Dispatched A X
I Stage/Source Requests
b Acknowledgments PO ID: 1076900010 Budget Status: valid
I* Manage Change Orders :
> Reconcile POs Copy From: v [ Hold From Further Processing
> Review PO Information =
I* Reports r
I> Budget Year End *PO Date: 11/18/2009 Ll Vendor Search Doc Tol Status: Valid
Processing A
- AddMUpdate Express Vendor Vendor Details Backorder Status: MNone Create BackOrder
POs SR ROCKY MOUNTAIN BUSINESS SYSTEMS  poceint Status: Mot Recvd
- AddUpdate POs | INC
= AD e Amounts
oy *Buyer: PHUNTSOK RAPDEN *Dispatch Method: | Print 9 _Dispatcn |
PO Reference:
Merchandise: 350.00
PO Activities Add ShipTo Comments I wodl Calculate |
PO Defaults Document Stalus el e
e Total Amount: 350.00 USD
Add Comments Requisitions
Click on the Header Details to change the PO Accounting Date
Maintain Purchase Order
PO Header Details
Dispatch *Method: | Print vi| Accounting Date: | 11/18/2009 @
Accounﬁm Template: _l

Cancel

Refresh

November v|[2009 v
S M T WTF S

1 2 3 4
8 9101
15 16 17 18
22 23 24 25
29 30

@ )
e —

5 6 7
12 13 14
19 20 21
26 27 28

e Review the PO Accounting Entries — The accounting entries must equal the total amount of the PO.

Navigation: Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries > Enter
Selection Criteria e.g. Business Unit, From PO ID and Ledger Group: APROP_P, click OK.
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joasthccomnneg Selection Criteria

» Vendors
7 Purchasing f 1
4
b Requisitions possssunt A0 1R
[* Request for Quotes 1076900010 [ 1
© Procurement Contracts From PO ID: i 1Q ToPOID: | |
= Purchase Orders . Q
[ Stage/Source Requests PO Status: r—— = - ’
b Acknowledgments ’ ) Q Q [ 300
b Manage CHangs Orders Fiscal YearFromTo: | | k. J Max Rows: | : ' \
[* Reconcile POs = : " . Standard o . . |APROP_P Q
< Review PO Information Accounting Line View Option: | | *Ledger Group: | |
= Purchase Orders
= Activity Summary ChartFields
= PO Accounting Enfries | Fund Dept Account  SubAcct Rpt Cat Project Oper Unit Bud Ref
= Document Tolerance 1, 'Q [ .Q [ .Q [ jQ I .Q\ [ :O\ | .fQ [ ‘-Q

Fxrentinns

Cancel I

Below is a print screen of the PO Accounting Entries:

[ Vendors.
= Purchasing | Po Acctg Ln Lookup 1
i Requisitions
I» Request for Quotes Business Unit: 34100
I Procsrement Contracts
= Purchase Orders From PO: 1076900010 ToPO: 1076900010
[ Stage/Source Requesls
[ Acknowledgments PO Status:
[ Mznage Change Orders
[ Reconcile POs From Fiscal Year: To Fiscal Year:
= Review PO Information c it ok
& Order —— x " ommitmentCon! edger
Purchase Orders Ling View O APROP_P
Group:
[Accounting Entries
= Document 2| - r >
Exceptions Details ChartFields | [y .
g e Purchase Order Status Vendor ID TransType Line Sched DistFund  Dept Accont  BudRel Class HOTEIEY FlsCal joumyp Faterence
= Print POs 1076900010 D 0000048658 PO_POENC 1 1 176900 Z3000 400 91024 93652 350 2010 00045664067
- Document Status

e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity Summary > Enter Business

Unit and Purchase Order Number.
> Cost Accounting
> Vendors P
[ PO Activity Summary
[> Requisitions Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Request for Quotes
[> Procurement Contracts
[> Stage/Source Requests
[> Acknowledgments S
[> Manage Change Orders Business Unit: 1= & 34100 Q
5, gzxfizr:valieo')lgfimalion PO Number: | begins with ||| 1076900010]

= Purchase Orders B

— Purchase Order Date: = v
- PO Accounting Entries Purchase Order Reference: begins with vJ
= Document Tolerance — ' :
Exceptions Vendor ID: begins with v | Q
= Doc Tolerance
Override History
- Print POs

= Document Status

[[Jcase Sensitive
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Activity Summary

Unit: 34100 PO Status: Dispatched
POID: 1076900010 Vendor: ROCKY MOUNTAIN BUSINESS SYSTEMS INC
Customize [ Find | View All | B
Details ) Receipt ) Invoice ) Matched ) RV
Line Item Item Description uom Order Qty Amount Ordered Currency ﬂ_ﬁm
1 [% Share-Rocky MTN copier mainten EA 1.0000 350.000 USD

. Matched =
! !
Line It Item Description uom Quantity Invoiced Amt Invoiced Currency
1 Share-Rocky MTN copier mainten EA 0.00 0.000

Note: In this example, the Activity Summary Invoice tab indicates that no payments have been made from this
PO.

e Go back to the Main Purchase Order and change the price of the item to zero and click Refresh.

Customize | Find | View All | 2
[ ShipToMueDate | Statuses | feminformation | Aftributes ) RFQ | Contract ) Receiving | [F=))

Line Item Description PO Qty UOM Category Price Amount Status

=™ Share-Racky MTN copier = r T =5 —
16 e @ 1.0000 EA _ODOOOOQJ 35000/ actve O B B =

View Printable Version

Goto: | More ... v

& Save | £EX Return to Search | [=] Notity ] Evadd| F

e The system will show the message below, click yes.

This action will create a change order. Continue? (10200,27)

The(a-c_h%mat you are taking will cause the system to create a change order. If you do not wantto create a change order, then you cannot perform the action at this time.
Yes )| nNo |

e Budget check the Purchase Order.

Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Dispatched A x
PO ID: 1076900010 Budget Status: Not Chk'd
Copy From: | v [[] Hold From Further Processing

e The system will show the message below, click ok.
Warning - No price on line number 1, schedule 1. (10200,14)

There is no price on the specified schedule. You can confirm that you want to save a zero dollar item.

Cancel |
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Below is a screen shot of the PO after it was modified and re-budget checked.

Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Pend Appr A X
POID: 1076900010 Budget Status: valid
Change Order: 1
Copy From: | [[] Hold From Further Processing
*PO Date: [111812008  [B]  vendor Search Doc Tol Status: valid
Vendor Vendor Details Backorder Status: None Create BackOrder
~Vendor ID: ROCKY MOUNTAIN BUSINESS SYSTEMS Receipt Status: Not Recvd
INC
"Buyer. PHUNTSOK RAPDEN *Dispatch Method: | Print v |
PO Reference: IAmount Summary
Header Details PO Acivities Add ShipTo Comments arnneese: 0.00 Calculate I
FreightTax/Misc.: 0.00
PO Defaults Document Status LA
Total Amount: X
Add Comments  Requisitions 0.00 USD
Purchasing Kit Catalog ftem Search  Line: QAo Q  Retieve|

[ Statuses | Reminformation | A

18 fn";;feﬁ:m";ﬂ et & 10000 EA  [000000/Q, [0.00000 |adve O @ B
[ )

Review the PO accounting entries after disencumbering and re-budget checking the PO. The accounting
entries must equal to 0 (zero).

Navigation: Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries > Enter
Selection Criteria e.g. Business Unit, From PO ID and Ledger Group: always select APROP_P, click ok.

= Purchasing

[> Requisitions

> Request for Quotes

[ Procurement Conftracts

<> Purchase Orders
[> Stage/Source Requests
> Acknowledgments
[> Manage Change Orders
[> Reconcile POs
< Review PO Information

-~ Purchase Orders

= PO Accounting Entries

OK I

Selection Criteria

*Business Unit: ‘_34190_':0_\_ _ R _
From PO ID: | 1076900010 ;0\ ToPO ID: |1076900010 _Q
PO Status: | fO\

Fiscal Year From/To: O\ _O‘ Max Rows: 300:

*Accounting Line View Option: | Standard Y| *Ledger Group: KPROP_P  |Q
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Below is a screen shot of the PO Accounting Entries. The accounting entries must equal to O(zero).

[ Po Acctg Ln Lookup
Business Unit: 34100
From PO: 1076900010 To PO: 1076900010
PO Status:
From Fiscal Year: To Fiscal Year:

Accounting Line View Option:Standard

CommitmentControl Ledger
Group:

APROP_P

Customize | Find [ view Al | B First 4] 1303 [H Last
Details ChartFields =Ty
Purchase Order Status Vendor ID Trans Type Line Sched DistFund  Dept Account BudRef Class Monetary ?E%”quml w feference
107690001 PA 0000048658  PO_POENC 1 1 176900  Z9000 400 91024 93652 350 2010 0004664067
1076900010  PA 0000048658  PO_POENC 1 1 176900  Z9000 400 91024 93652 0 2010 0004664067
1076900010 PA 0000048658  PO_POENC 1 1 176900  Z9000 400 91024 93652 -350 2010 0004664067

Proceed with the cancellation of the purchase order through the PO reconciliation workbench to prevent
misuse of the zeroed out document.

See Encumbrance Year-End Process 2C - Closing Purchase Orders through Reconciliation Workbench
instructions.

End of procedure.

Encumbrance Year-End Process 2B

Preparing Purchase Orders with Attached Payment VVouchers
for Closing with the Reconciliation Workbench.

The following is a check list when disencumbering a Purchase Order with Payment(s):

Change the PO Accounting Date to Current Date but no later than 06/30/20XX.
Review the PO Accounting Entries. The accounting entries equal to the total amount of the PO.

Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.

Go back to the Main Purchase Order and change the PO or PO line(s) to the amount paid. Click Refresh.
Budget Check the PO.

Review PO accounting Entries after modifying the PO. The accounting entries must equal to 0 (zero).

Proceed with the cancellation/closing of the purchase order or PO lines(s) through the PO reconciliation
workbench.
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Note: The example print screens may have prior year calendar dates. It is the user’s responsibility to
change the prior year dates to current year dates.

Below is an example of a scenario where an agency created a purchase order then cancelled it.

Scenario: An agency created a purchase order and made payment(s). The agency wants to disencumber the
remaining balance of the purchase order. Here are the following steps to disencumber the remaining balance of
the purchase order:

e Change the PO Accounting Date to Current Date but no later than 06/30/20XX.

Navigation: Purchasing > Purchase Orders > Add/Update POs > Find an Existing Value > Enter Business Unit
and Purchase Order ID. Click on the Header Details to change the PO Accounting Date. After changing the

date click OK.
[» Cost Accounting G
& Vendors Maintain Purchase Order
= Purchasing
b Requistions Purchase Order
[» Request for Quotes
[> Procurement Contracts Unit: 26400 PO Status: Dispatched A X
= Purchase Orders POID: 0000001480 Budget Status: Valid
[» Stage/Source Requests
b Acknowledgments Copy From: v [C] Hold From Further Processing
> Manage Change Orders - i
i Reconcile POs 2
P Review PO Infs i .
b R:ES:S nformation *PO Date: 08/31/2009 [ Vendor Search Doc Tol Status: Valid
£ E”Ugel Year End Vendor Vendor Details Backorder Status: MNone Create BackOrder
rocessing T LCreate Back(
Add/Update Express “Vendor ID: _ NATIGHAL DISTRICFALTORMEYS Receipt Status: Mot Recvd
PO: ASSOCIATION
Pa‘ __ *Buyer: TIFFANY GURULE *Dispatch Method: | Print J | Dispatch |
- glds PO Reference: " .
Merchandise: 5.
PO Activities Add ShipTo Comments i Calculate
— FreightTax/Misc.: 0.00
PO Defaults Document Status S
Total Amount: 665.00 USD
Add Comments Requisitions
Purchasing Kit Catalog Item Search Line: Q To: Q M
Maintain Purchase Order
Dispatch  *Method: | Print v Accounting Date: 08/31/2009 @
Accounting Template: T
August v 12009 v
ok | cancel Refresh S M T WTF S

1
2 3 456 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

G J

e Review the PO Accounting Entries — accounting entries equal to the total amount of the PO.

Navigation: Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries > Enter
Selection Criteria, click OK.

Note: Take note that the PO accounting entries must show the same voucher(s) as in the Activity Summary
Invoice tab.
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> Venaors
~ Purchasing

[> Requisitions . T
b Requestfor Quotes Selection Criteria

> Procurement Contracts [ 1

< Purchas& Ordel's *Busir‘QSS Unit_- 26400 Q
[» Stage/Source Requests [ [ ]
b Acknowledgments From PO ID: it I To PO ID: | 1

[> Manage Change Orders
> Reconcile POs PO Status: L _Q

wREMewRO Witanatan Fiscal Year From/To: | Q
= Purchase Orders

- Activity Summary

= PO Accounting Entries Accounting Line View Option:

Eancel |

Below is a screen shot of the PO Accounting entries.
{ PoAccg Ln Lookup |

Business Unit: 26400

.O\ Max Rows: 300.

Standard v Cadbadiipi APROP_P |Q

From PO: 0000001480 To PO: Download icon
PO Status:
From Fiscal Year: To Fiscal Year:

CommitmentControl Ledger
Group:

Accounting Line View Option:Standard APROP_P

[Accounting Entries

Customize | Find | View A | First 4] 42 of2 L®! Last
Details Y Chartfields | [F=»)
%&Em Status Vendor ID Trans Type Line Sched Distfund  Dept Account BudRef Class llonefary E'r_gf-‘dm.lrnal ID Bmﬁvl
0000001480 D 0000013948 PO_POENC 1 1 116800  P264 400 110 90000 665 2010 0004445021
0000001480 D 0000013948 REVERSAL 1 1 116800 P264 400 110 90000 -3325 2010 0004587584 00004252
. | B _ L _
After clicking on the download button the system will ask, “Do you want to open or save this file?” click
Open.
Do you want to open or save this file?
E] Name: ps.xls
A Type: Microsoft Office Excel 97-2003 Worksheet, 1,93 KB

From: sharefin.state.nm.us

Open ) save |[ Concel |

Below are the PO Accounting Entries in Excel after it was downloaded. Notice that the Purchase Order

Accounting entries contain Reference Reversal ID’s (Voucher #s) listed which means that the PO was
referenced in VVouchers.

Purchase Order |Status| Vendor ID |Trans Type | Line |Sched |Dist| Fund |Dept | Account | Bud Ref| Class |Monetary Amount |Fiscal Year| Journal ID | Reference Reversal ID
0000001480 |D 0000013948 |PO_POENC 1 1| 1]|16s00(P264 400 110| 90000| 665.00 2010|0004445021
0000001480 D 0000013948 | REVERSAL 1 1 1| 16800|P264 400 110| 90000| -332.50 2010|0004587584 |00004252

332.50

e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the

same as in the PO Accounting Entries.

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity Summary > Enter Business

Unit and Purchase Order Number, click search.
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[> Vendors o
< Purchasing PO Activity Summary

[> Requisitions Enter any information you have and click Search. Leave fields blank for a list of all values.
> Request for Quotes

I Procurement Contracts
<2 Purchase Orders l( Find an Existing Value

[ Stage/Source Requests

[ Acknowledgments

[ Manage Change Orders

[ Reconcile POs : -

< Review PO Information PO Number: begins with » 0000001480
- Purchase Orders 5 r

= Adiivily Summary Purchase Order Date: 1= M| L .:E‘J

= PO Accounting Entries Purchase Order Reference:| begins with v
- Document Tolerance : *

Exceptions Vendor ID: begins with v Q
- Doc Tolerance s
Override History [[Jcase Sensitive
= Print POs

= Document Status
- EE Journal Entries Clear | Basic Search B Save Search Criteria

A Masada

[Ili

Business Unit: v 126400 Q

Below is a screen shot of the Activity Summary Lines Details tab (encumbered amount).
Activity Summary

Unit: 26400 PO Status: Dispatched
POID: 0000001480 Vendor: NATIONAL DISTRICT ATTORNEYS ASSOCIATION

Customize | Find | View Al | B

" Recept | Invoice j Maiched ) RV | [=
Line item Item Description uom Order Qty Amount Ordered Currency ~ AfOuNt
1B DISTRICT ATTORNEY JANETTAHICK  EA 1.0000 665.000 USD @)

Customize | Find | View All | B8 First ) 1 or14 [»] Last

[ Detals  Receipt Invoice Maiched Y RV |\ [ Voucher £
- e Quantity .
Line Item Item Description UoM Sidrea Amt Invoiced Currency
12 DISTRICT ATTORNEY JANETTA HICK EA 1.00 332500 UsSD

The screen shots below appear after clicking on the Invoice icon = :

Unit: 26400 PO No.:0000001480 Line 1 Item ID
Customize | Find | View All | o First 1) 1 of 1 [ Last
Sched Num AP Unit Voucher Line Quantity Invoiced Amount Invoiced
1 26400 00004252 1 1.00 332.500 [=]
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e (o back to the Main Purchase Order and change the price of the item to the total amount of the
vouchers. On the PO Line Details change the price of the PO, click the Refresh page button.

| Ship ToDueDate | Staluses |/ Reminformation | Aftributes RFQ Y Contract | Receiing ) [T
Line Item Description PO Qty ZUOM Cateqory Price Amount Status
DISTRICT ATTORNEY
Eh JANETTA HICKS x , = =
1B RE i Tl e 5] 10000 EA (000000, [332.50000 33250(active O [ & =]
EXECUTIVE CONFERENCE
View Printable Version *Go to: ... More ...

Change Price to the total

amount of the vouchers.
=] Savel S\ Return to Search | Notify I

EeAdd| F

The message below appears, click the Yes button.

This action will create a change order. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. If you do notwant to create a charge order, then you cannot perform the action at this time.
Yes No

Click on the PO on Demand Budget Checking button ] to re-budget check the PO.

Below is a screen shot of the PO after it was modified and re-budget checked.

Maintain Purchase Order
Purchase Order

Unit: 26400 PO Status: Pend Appr A X

POID: 0000001480 Budget Status: Valid
Change Order: 1

Copy From: ¥ [[] Hold From Further Processing

- Header

*PO Date: 08/31/2009 By Vendor Search Doc Tol Status: valid

Vendor | Vendor Details Backorder Status: None Create BackOrder

*Vendor ID: NATIOMAL DISTRICT ATTORNEYS Receipt Status: Not Recvd

ASSOCIATION

*Buyer: TIFFANY GURULE *Dispatch Method: | Print v I

PO Reference: ] i :
Merchandise:

HeaderDetails PO Adtivities Add ShipTe Comments Aoz Calculate |
Freight/Tax/Misc.: 0.00

PO Defaults Document Status ——

TR Total Amount: 33250 USD
Add Comments  Requisitions
Purchasing Kit Calalog Item Search Line: Q To: Q ﬂl

Customize | Find | View All | B First

Ship To/Due Date “u" Statuses “." Rem Information i Aftributes ‘:." RFQ ':." Contrazt |/ Receiving \ F=2H
Line  ltem Description PO QY “UOM Category Price Amount Status
DISTRICT ATTORNEY
18 é?c%?ﬁ%%ﬁpm & 10000 EA  [00000dQy 33250000 || 33250/ Adve O [T @] B
EXECUTIVE CONFERENCE

o] Review PO accounting Entries after modifying and re-budget checking the PO. The accounting
entries must equal to 0 (zero).
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1 venaors
=~ Purchasing
[ Requisitions
> Request for Quotes

> Procurement Contracts f
< Purchase Orders *Business Unit: 126400 |
[ Stage/Source Requests ] -
b Acknowledgments From PO ID: 0000001480 | ToPOID: |
[> Manage Change Orders ) M a
i Reconcile POs PO Status: ek . .
VRSeNEO Ineaan Fiscal Year From/To: L el & Max Rows: L 399]

- Purchase Orders
- Activity Summary

BET YTy | "Accounting Line View Option:

Eancel |

{ PoAcctg Ln Lookup |

Selection Criteria

' Standard

Business Unit: 26400
From PO: 0000001480 To PO:
PO Status:

FromFiscal Year:

Accounting Line View Option:Standard

Accounting Entries
Details ChariFields |\ [F»)

0000001480

To Fiscal Year:

CommitmentControl Ledger
Group:

APROP_P

omize | Find | View A

Purchase Order Status Vendor ID

0000001480 PA 0000013948 PO_POENC

0000001480 PA 0000013948 PO_POENC

1
0000001480 PA 0000013948 PO_POENC 1
1
1

0000001480 PA 0000013948 REVERSAL

1
1
1
1

Trans Type Line Sched Dist Fund

116800
116800
116800
116800

Dept

P264
P264
P264
P264

Account BudRef Class

400
400
400
400

110 90000
110 90000
110 90000
110 290000

Below is a screen shot of the accounting entries downloaded into Excel:

| &

Ja

¥ *Ledger Group:

APROP_P  |Q

Monetary  Fiscal Reference
A Year Journal ID R m

B65 2010 0004445021
3325 2010 0004445021
=665 2010 0004445021
-3325 2010 0004587584 00004252

Purchase Order |Status| VendorID |Trans Type |Line|Sched |Dist| Fund | Dept | Account |Bud Ref| Class | Monetary Amount |Fiscal Year| Journal ID | Reference Reversal ID
0000001480 PA 0000013948 |PO_POENC : ¢ 1 1| 16800|P264 400 110| 90000 665.00 2010|0004445021
0000001480 PA 0000013948 |PO_POENC i = 1| 16800|P264 400 110| 90000 332.50 2010|0004445021
0000001480 PA 0000013948 |PO_POENC 1 = § 1| 16800|P264 400 110| 50000 -665.00 2010|0004445021
0000001480 PA 0000013948 |REVERSAL : 1 1| 16800|P264 400 110| 50000 -332.50 2010|0004587584 |00004252
0.00

e Proceed to closing out the purchase order through PO reconciliation workbench.

e See Encumbrance Year-End Process 2C - Closing Purchase Orders through Reconciliation Workbench

instructions.

End of procedure.
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Encumbrance Year-End Process C
Closing Purchase Orders through Reconciliation Workbench
(No Requisition)

The diagram below illustrates the transaction flow around the PO Reconciliation process:

Create Req 4 . . PO
» Source Req » PO Create *| Dispatoh
Receiving Matching
Close PO - Criteria Met? it
Recon

Transaction flow leading to the PO RECON process

e Benefits of Completed Purchase Orders

» No longer show up in the list of available purchase orders when accessing pages in update or
display mode.

» Removed from the view are the purchase order options that were set to exclude, completed or
cancelled.

» Decreases the time required to find purchase orders to modify.

e Agencies are encouraged to run the Purchase Order Reconciliation process at the end of each month to
help improve the efficiency of the purchasing process.

e Agencies need to obtain current fiscal year purchase order list by running PO accounting entries and
perform a pivot table. Each purchase orders are reconciled against purchase order accounting entries and
purchase order activity summary line details and invoice tabs. Each PO accounting entries must equal to
zero.

e Before navigating to PO workbench, agencies must verify Vouchers and Payments are posted by
reviewing the PO Document Status.

e Once the check lists when creating a change order/closing a purchase order and disencumbering a
purchase order with payments are met proceed with the closing of the purchase order through the
reconciliation workbench.

Note: The example print screens may have prior year calendar dates. It is the user’s responsibility to
change the prior year dates to current year dates.
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Below is the navigation to view if there is an un-posted voucher. Once a purchase order is open, click on the

Document Status.
= Purchasing
[> Requisitions
[* Request for Quotes
[» Procurement Contracts
= Purchase Orders
» Stage/Source Requests
» Acknowledgments
» Manage Change Orders
» Reconcile POs
» Review PO Information
> Reports
> Budget Year End
Frocessing
- AddUpdate Express

e
s

= Add/Update POs

Approve Amounts

Maintain Purchase Order

Unit:

PO ID:
Copy From:
-~ Heade
*PO Date:
Vendor
*Vendor ID:

*Buyer:

PO Defaults

Header Details

Add Comments

PO Reference:

Purchase Order

26400 PO Status: Dispatched A X
0000001305 Budget Status:  Valid
v (] Hold From Further Processing
07/092009 |5  Vendor Search Doc Tol Status:  Valid
. Vendor Details Backorder Status: None reat kQrder
FEDERAL EXPRESS CORP Receipt Status:  Not Recid
TIFFANY GURULE *Dispatch Method: | Print v
PO Actiities Add ShipTe Comments g B e
Document Status FreightTax/Misc.: 0.00
Requisffions Total Amount: 110.73 USD

The screen shot below shows VVoucher & Payment are posted. This purchase order is ready to close through
reconciliation workbench. Note: Do not close out a purchase order if a voucher is un-posted.

,fl PO Document Status [\

Business Unit: 26400

Document Date: 07/09/2009

Currency: usD

Buyer:

POID:

Document Type: Purchase Order

Amount:

TIFFANY GURULE

0000001305

Status:

Budget Status:

Dispatched
Valid

110.73

Customize | Find | View All | B First [4] 1.2 012 [*] Last

Documents Y Relatednfo ) [F=»)
SetiD W DOC ID Document Type Status Document Date Vendor ID Location
26400 00003833  Voucher Posted 07/03/2009 0000042757 001
00000 0001770571 Payment Posted 08/12/2009 0000042757 001 B

To obtain purchase order list, the agency needs to run PO accounting entries. There are two ways to

enter selection criteria in running PO accounting entries:

> 1. Enter From PO ID to PO ID.

» 2. Enter Budget Reference.

Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries.
1. Run PO accounting entries: Enter from PO ID to PO ID. Large agencies may have to run PO
accounting entries three or four times (in batch range of PO’s).
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:’.S:::,ﬁ,’“’f”""""’ Selection Criteria
»Purchasing ——
b Requisitions Buimest 201
[ Request for Quotes "
b PbOKEa Cintiacs From PO ID: 0000001300 J& 1, pg Ip;| 0000001987 |
< Purchase Orders il
b Stage/Source Requests | PO Status: _ Q _
© Mansge chnen Orders | | Fiscatvearfromor L& L wax Rows: (82020
[» Reconcile POs 1 st '
= Review PC Information *Accounting Line View Option: | 512142r¢ ¥ *Ledger Group: _ Q
= Purchase Orders
- Activity Summary Chartfields
= PO Accounting Entries | Fund Dept Account  Sub Acct Rot Cat Project Oper Unit BudRef Class
“Doamenioecnc: (f |4 Ja[  Ja[ & a[ ] Q R _[_Ja

Cancel | |

2. Run PO accounting entries: Enter Budget Reference (best for small agencies)

[ Cost Accounting . -
5 Vendors Selection Criteria

7 Purchasing :
i Requisitions “Business Unit 26400 |Q
[» Request for Quotes Q
I> Procurement Contracts From PO ID:
= Purchase Orders . 1 Q
> Stage/Source Requests PO Status:

b Acknowledgments , | lal |a .(e5000]
b Manage Change Orders Fiscal Year From/To: } L | Max Rows: 6

b Reconcile POs . i o | Standard v . . (aPROP_P ) |
< Reviow PO Information | “Accounting Line View Option: | | *Ledger Group: PR

- Purchase Orders
ty Summary

= Document Tolerance 1 Q Q Q Q Q .0\. d o 1d r :Q

Cancel |

Below is the navigation to obtain the beginning purchase order for a fiscal year (from PO ID).
Navigation: Purchasing, Purchase Orders, Add/Update PO’s, Find an Existing Value. Select between
on the Purchase Order Date.

ToPOID: |Q

3 Customer Relums ™ Purchase Order
: ar;?lmununn Enter any information you have and click Search. Leave fields blank for a list of all values
» Vendors I __
= Purchasing Find an Existing Value Y Add a New Value |
I Requisitions.
[ Request for Quoles

& Procurement Contracts =

Business Unit: = 6400 (=1
= Purchase Orders =2 k
I StagerSource Jequests PO ID: begins with
b Ack — — — - ~
I Manage Change Orders Ihm:naae Order Date: between s 07/01/2009 (4 and 09730/2009 ﬂf'v
b Reconcile POs =
I Review PO Information PO Status: = M =
P Reports Short Vendor Name: baging with ~ (=3
I» Budget Year End
Processing Vendor ID: begins with 0,
- Agdiodate Eipress
Vendor Name: begins with »
Buyer: begins with » (=3
Buyer Name: begins with (=
PO Type: i ~ -

Purchase Order Reference: | Degins with =~
Hold From Further Processing (=]

Elcase senaitve Click on the PO ID to sort

searcn | clear | pasic SA & Save Search Critena

Workdlow
[ Receipts
[ Return To Vender
[ Procurement Cards

Search Results

[ Supplier Schedules

[ Analyze Procurement
» Inventory POID 0 Vendor I Vendor Name Buyer Name
» eProcurement 2 L

Sendces Procurement [ 0000001300 P7 082000 Dispatched NDAA-001 0000013048 NATIONAL DISTRICT ATTORNEYS ASSOCIATION TGURLUILE TIFFANY GURULE General (blank)
? 23";:'::"" 0000001301 07/08/2008 Dispatched ROBERT J R-001 0000028846 ROBERT J RIVERA CPAPC TGURULE TIFFANY GURULE  General (blank)
S anORCIM DORNnS 0000001302 07/08/2009 Dispaiched ALVARADO F-001 9000054440 ALVARADO, ROBERT TGURULE TIFFANYGURULE  General(bank) N
* Production Control 0000001303 07092009 Dispatched ACOSTAE 0000076435 ACOSTA ELIZABETH TGURULE TIFFANY GURULE General (blank) N
» Confouration Modeler 0000001304 07/09/2008 Dispatched HULL JESSH 0000078808 HULL, JESSICAD TGURULE TIFFANY GURULE  General(blank) N
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Below is the navigation to obtain the last purchase order for a fiscal year (to PO ID). Navigation:
Purchasing, Purchase Orders, Add/Update PO’s, Find an Existing Value. Select between on the
Purchase Order Date.

Customer Retums ™ Purchase Order
Hems Enter any information you have and click Search. Leave fields blankfor a list of all values,
Cost Accounting
Vendors
= Purchasing [ Find an Existing Value | Add a New Value |
[* Requisitions
> Request for Quoles
£ Procurement Contracts F ) - B 5400 A
= Furchase Ordors Business Unit: 14 Q
b Stage/Source Yequests POID: begins with »
I Ack — —— -
b Manage Cn'an;e Orders Igurcnase Order Date: between | | 07/01/2009 ™ and 0973072009 Ifl'-‘
b Reconcile POs - ~—- - ——
b Review PO Information PO Status: & Y ¥
b Reports Short Vendor Name: begins with + Q,
[ Budget Year End
Processing Vendor ID: begins with Q
- AddUpdate Eipress
Vendor Name: beginswith +
Buyer: begings with Q
Buyer Name: begins with a,
PO Type: = b ¥

Purchase Order Reference: | Deginswith »
Hodd From Further Processing

Dlcase sensitive Click on the PO ID to sort

Search Clear | pasic gdfarch [ Save Search Criteria

1

© REwm To Vendcr

£ Procurement Cards Search Rusults

[ Supplier Schedues View All
1 Analyze Procurement
Inventory Vendor ID  Vendor Name " Buyer Name
eProcurement . ference
> Senvices Procurement 108/2009 Dispatched NDAA-001 0000013948 NATIONAL DISTRICT ATTORNEYS ASSOCIATION TGURULE TIFFANY GURULE  General(blank) N
) ?ﬁ{.‘,’;‘,’m, 0000001301 07/08/2009 Dispatched ROBERT J R-001 0000028948 ROBERT J RIVERA CPAPC TGURULE TIFFANY GURULE  General (blank)
 Manufacturing Defniions 0000001302 07/08/2009 Dispatched ALVARADO R-001 0000054440 ALVARADD, ROBERT TGURULE TIFFANY GURULE  General (blank)
» Production Control 0000001303 07/09/2009 Dispatched ACOSTAELI-001 0000076435 ACOSTA ELIZABETH TIFFANY GURULE General (blank)
Confiauration Modeler 0000001304 07/09/2008 Dis@lﬂled HULL JESSI-001 0000078808 HULL JESSICAD TIFFANY GURLULE General (blank)

Agencies have the list of purchase orders, verified vouchers and payments are posted, PO accounting
entries equal to zero — proceed to Reconcile PO’s through reconciliation workbench.

Below is the navigation to reconcile purchase orders. You may enter in the search criteria one purchase
order or a range of purchase orders.
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7 Purchasing

[ Requisitions

[> Request for Quotes

[ Procurement Contracts

=7 Purchase Orders
[> Stage/Source Requests
[» Acknowledgments
[> Manage Change Orders
= Reconcile POs

= Reconciiation
Workbench

Reconciliation WorkBench

Filter Options
Business Unit: 26400 WorkBench ID: POREC264
Description: PO RECON

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

Search Criteria

- Close Purchase Orders

- Reopen POs PO Date:
[ Review PO Informatio
b Reporis ? Activitybate: | |0 To:
] Yi
Sl Due Date: I
= Add/Update Express POs Request BU: Q
= Add/Update POs
- Aporove Amounts Vendor ID: [ I«
= Approve ChartFieids
= Reserve PO Ds
Crsret i Item 1D: [ l
= Dispatch POs Buyer: |
= Verify Document
Tolerance Contract SetiD: |Q
= Budget Check
= Entry Event Request Contract ID: ’
= Create Backorders
= Approval Workflow Release Number: :]Q-
= Acknowledgment e
Workflow —' GPOID: | "
[ Receipts
[> Return To Vendor GPO Contract: | yd |
> Procurement Cards Status

[> Supplier Schedules

[* Analyze Procurement
[ Inventory
[» eProcurement
[ Services Procurement

[» Manufacturing Definitions
[» Production Control

> Configuration Modeler

[ Product Configurations

[ Quality

> Demand Planning

[ Inventory Policy Planning

Open = Approved

Purchase Order: (0000001205 |Q .

:]@ To:

0000001305 |Q

B9

Requisition 1D: Q

Place a check mark on Pending
Appr if PO status is Pending
Approval or place a check mark

on Dispatched and Open if PO

status is Dispatched.

[C] required

@ Al

Dispatched [ ] Cancelled

[C] Not Required

[] Pending Appr

O Not Received O Partially Received O Fully Received

O Required

@ an

O None

[ not Required

O partial Match

O Fully Matched

i

~ [[] open Encumbrances

Search J Return to Reconciliation WorkBench

The screen shot below appears after clicking on the search button. Place a check mark on the box and
click on the close button action.

Reconciliation Wo

rkBench

WorkBench ID: POREC264

Business Unit: 26400
*Description:  |PO RECON
Select POs for Further Processing

List of Purchase Orders
Detail | Other

Customize | Find | View A

Doc
Purchase Order Statu

(@

™ seectat [ ciear

action. Aprove | Unapprove | cancel | Dispatch |  Preview |
R ——

s PO Status Hold PO Date

Dispatched N

Go To: Set fiter options  Process Reguest Options

Save

Last Activity Vendeor ID
07/09/2009  07/13/2009 0000042757

Process Monitor

View Processing Results

Match Change Blanket .
Buyer Action  Order PO  Lnes
TFFANY —
GURULE ShSndart =l
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When the screen shot below appears, make sure to use accounting date for action today’s date but no
later than 06/30/20XX (once 06/30/20XX is closed use any date that is currently open). Place a check

mark on the update budget date equal to accounting date. ""‘" Budget|
Reconciliation WorkBench

Processing Results
Business Unit: 26400 WorkBench ID: POREC264

If PO is Not Qualified
place a check mark on
box then click on middle

arrow to qualify PO.

Kecounting Date for Action: (02/02/2010 )3y

pdate Budget Djite Equal to Accounting Date

*Description: PO RECON

Select POs for Further Processing

PO ID Line Sched Distrib Line
0000001305 =]

Not Qualified

Click on the yes button to proceed.

Y Select Al Clear Al

Proceed: Delete ‘ Return to Reconciliation WorkBench
—

Click on the yes button to continue to close PO’s when the screen shot below appears, click yes.
Continue to Close POs. (10224,10)

(G e |

The screen shot below appears when the system is finished closing the purchase order.

Reconciliation WorkBench
Business Unit: 26400 WorkBench ID: POREC264

*Description: 'PO RECON

Select POs for Further Processing

List of Purchase Orders Customize | Find | View All | Download

Doc - Match Change Blanket .
Purchase Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Achion Order PO Lines
205 TIFFANY =
0000001305 B Compl N 07/09/2009 02/02/2010 0000042757 GURULE Standard i
¥ selectal ) Clear Al
Action: Approve | Unapprove | Cancel | Close Dispatch Preview

Go To: Set fiter options  Process Reguest Options  Process Montor  View Processing Results

Save

Once the system is done closing the purchase order go back to the main menu to verify purchase order

budget status. Navigation: Purchasing, Purchase Order, Review PO Information, Purchase Orders.

Enter the Purchase Order ID.
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> Vendors 2
= Purchasing Purchase Order Inquiry
[> Requisitions Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Reguest for Quotes
I Procurement Contracts [ Find an Existing Value
<7 Purchase Orders
[ Stage/Source Requests
 Acknowledgments Business Unit: E 26400 (e
[ Manage Change Orders : ) 1
D Reconcie POs ) PO ID: |begns with 0000001305
< Review PO Information Contract SetlD: | begins with ¥ Q
Contract ID: [begins with v la
= Activity Summary
= PO Accounting Entries Release Number: | = b | |
= Document Tolerance Purchase Order Date:| = _v_] | |y
Exceptions
- Doc Tolerance Override | - | PO Status: | - .Vl I Vl
History Short Vendor Name: | begins with | |
= Print POs
- Document Status Vendor ID: | begins with v || (e}
= - EE '.l;urnal Entries _ Buyer: W| IQ
[ Budget Year End Buyer Name: | begins with v|| ]Q_
Processing 5
= AddlUpdate Express POs | || O TYPe* | 8 | &
- Add/Update POs [J case Sensitive
= Approve Amounts
= Approve ChartFields
- Reserve PO Ds — (Search ) | Clear | Basic Search [E Save Search Criteria

The screen shot below shows that the PO status is Complete and Budget Status Not Checked. The
system will re-budget check the purchase order in the next budget checking batch process schedule.

‘Purchase Order Inquiry
Purchase Order

Unit: 26400 PO Status: Compl
PO ID: 0000001305 Budget Status:  Not Chkd
~ Header
PO Date: 07/09/2009 Doc Tol Status:  Vald
Vendor: FEDERAL EX-001 Backorder Status: None
Vendor 10: 0000042757 Vendor Detais Receipt: Not Recvd
Hold From Further Processing
Buyer: TFFANY GURULE
PO Reference: Merchandise: 110.73
i
Header Detais AIRTY Matching FreightTax/Misc.: 0.00
Header Comments Document Status Total: 110.73 USD
Change Order
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The Purchase Order below shows that the PO status is complete and budget status valid.
Purchase Order Inquiry

Purchase Order

Unit: 26400 PO Status: Compl
PO ID: 0000001305 Budget Status:  Vaid
PO Date: 07/09/2009 Doc Tol Status: Vaid
Vendor: FEDERAL EX-001 Backorder Status: None
VendorID: 0000042757 Vendor Detais Receipt: Not Recvd

Hold From Further Processing
Buyer: TIFFANY GURULE :
PO Reference: Merchandise: 110.73
Header Details AIRTV Matchin FreightTax/Misc.: 0.00
Header Comments Document Status Total: 110.73 USD
Change Order

1 m SHIPPING CHARGES 00000000 1.0000 EA 110.73 USD Closed O &

Again, we must verify purchase order accounting entries to equal to zero.

»Vendors

> Purchasing Selection Criteria
> Requisitions [agas
[> Request for Quotes *Business Unit: ZB‘OT‘Q
D Procurement Contracts -Q 0000001305 Q
o o S From PO ID: J ToPOID: | ]
[ Stage/Source Requests s Q
[ Acknowledgments qri—. Z_‘_, F =
U Manage Change Orders Fiscal Year From/To: % L R maxRows:
[ Reconcile POs

 Review PO Information : . ion: | Standard vl . .Q
Accounting Line View Option: Ledger Group: |
= Purchase Orders i 5

= Aclivity Summary

= PO Accounting Entries ChartFields

= Document Tolerance Fund Dept Account  Sub Acct Rpt Cat Project Oper Unit BudRef Class

= 5_:2;"_;201_::1;“ Override iR | QU 1 &l 2 Ql | Q| 1

cancel |

{ PoAcctg Ln Lookup |

Business Unit: 26400 :
Click on this icon to
From PO: 0000001305 To PO: 0000001305 download to excel
PO Statis: spreadsheet.
From Fiscal Year: ToFiscal Year:

CommitmentControl Ledger
Accounting Line View Option:Standard Group: APROP_P

Accounting Entries Customize | Find | View / | #

Purchase ¢ ; Monetary  Fiscal Reference
Vendor ID Trans Type Line Sched Dist Fund Account BudRef Class Journal ID

Order e 205 YpE LNk cheq et Pept Accomt - Project = = Amount Year = ReversallD

0000001305 D 0000042757 PO_POENC 1 1 116300 P264 400 110 90000 110.73 2010 0004289323

0000001305 D 0000042757 REVERSAL 1 1 116300 P264 400 110 90000 -110.73 2010 0004296616 20003833
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Below is a print screen shot of the purchase order accounting entries downloaded into excel.

Purchase Order |Status| VendorID |Trans Type |Line|Sched|Dist| Fund |Dept | Account | Project |Bud Ref| Class |Monetary Amount |Fiscal Year| Journal ID |Reference Reversal ID
0000001305 D 0000042757 |PO_POENC 1 1| 1|16800|P264 400 110]| 90000 110.73 2010|0004289323
0000001305 D 0000042757 |REVERSAL 1 1| 1|16800|P264 400 11090000 -110.73 2010|0004296616 |00003833
0

End of procedure.
Encumbrance Year End Process 2D

Preparing Purchase Orders Sourced by Requisitions without
Attached Vouchers for Closing with the Reconciliation Workbench.

A Purchase Order can be cancelled if the following conditions apply:

e The PO’s status is not on hold.

e The PO is not dispatched (If dispatched, all lines can be cancelled without cancelling the entire PO. PO
status will be pending cancel).

e None of the PO schedules are matched.

e The PO does not have a receipt recorded against it.

e The PO does not have a voucher recorded against it.

e The user is authorized to cancel POs.

The following is a check list when disencumbering/cancelling a Purchase Order with a Requisition:

e Finalize the Requisition.

e Change the PO Accounting Date to Current Date but no later than 06/30/2011.

e Review the PO Accounting Entries. The accounting entries must equal to the total amount of the PO.

e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as the PO Accounting Entries.

e (o back to the Main Purchase Order and change the price to 0 (zero). Click refresh then budget check
the purchase order.

e Review PO accounting Entries. The accounting entries must equal to 0 (zero).

e Proceed with the closing of the purchase order through the reconciliation workbench to prevent misuse

of the zeroed out document.
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Note: The example print screens may have prior year calendar dates. It is the user’s responsibility to
change the prior year dates to current year dates.

Below is an example of a scenario where an agency created a purchase order then cancelled it.

Scenario: An agency created a purchase order from a requisition. No payment was made from this PO and all

the conditions to cancel the PO apply. The agency wants to disencumber/close the purchase order. Here are the
following steps to disencumber/cancel the purchase order.

e Finalize the Requisition.

When a Purchase Order was created from a Requisition, the first step is to finalize the Requisition before

disencumbering/closing the Purchase Order. You can either finalize the Requisition at the PO Header or on the
PO Distributions/Chartfields line.

e Finalize Requisition at the PO Header.

Maintain Purchase Order
Purchase Order

Unit: 34100

PO Status: Dispatched A X
PO ID: 1001090045 Hudget Stafee::  Nalld _E‘J
Copy From: v [“JHold From Further Processing Finalize Document

e Finalize Requisition on the PO Distributions/Chartfields

Go to the PO Line Details Schedule, click on the Distributions/Chartfields, click on the Statuses tab, enter a
check mark on the final box.

Customize | Find | al B First [ 4 ore [ Last
( Ship To/Tue Date | Statuses Y Reminformation ) Aftributes RFQ f  Contract | Receiving
Line  ltem Description PO Qty *UOM Category Price Amount Status
" INSTALL OF MAGLOCK AND - . =
1 Eb CARD READER AND EXIT ?1 1.0000 EA 000000/C, |1501.52000 1,501.52| Active S E I:
BUTTON

First 1] 1011 ¥ Last

Details | Statuses ) Shipment Matching } Receiving |  Freight )  RTV ' =18
Sched *Due Date *Ship To *P0 Qty Price Amount Status
1 B 112412009 FCD9100000 = 1.0000 1,501.52000 1,501.52 Active " & B 1_—]

Distributions/ChartFields

Distribution . Customize | Find | View All | B8 First 4] 1 or1 [ Last
{ Chartfields ) Defailsiax || Statuses | [=»
Commitment
Dist Status Percent Chartfield Budget Doc Tol Status Final Control Close VAT Apport CF
Status Status
S8 S Flag
10pen | 100.0000| valid valid valid X B =

After finalizing the Requisition, you must review the Requisition Accounting entries. The Requisition
accounting entries must equal to zero.

To get the Requisition ID number, go to the Main Purchase Order and click on the Document Status.
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From the main menu, go to Purchasing, Purchase Order, Add/Update POs, Find an Existing Value and enter

Business Unit and PO ID. Click on the Document Status as seen below:

Maintain Purchase Order

Purchase Order

Unit: 34100 PO Status: Dispatched A X
POID: 1001090045 Budget Status:  Valid it P
v [CJHold From Further Processing
*PO Date: :11!24»'2009 1'J Vendor Search Doc Tol Status:  Valid
Vendor DIGIT | Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: |QU00LL31 /1 DIGITAL TRAFFIC SYSTEMSINC Receipt Status: Not Recvd
*Buyer: |YVET ! | YVETTE ANAYA(BU34100) “Dispatch Method: | Print ¥ ' |
PO Reference: F Amount Summary H
HeaderDetails PO Activities Add ShipTo Comments S PO e |
—— FreightTax/Misc.: 0.00
—— Total A -
Edit Comments Requisitions S il
Below is the PO Document Status and the Requisition ID:
/ PO Document Status
Business Unit: 34100 POID: 1001090045 Status: Dispatched
Document Date: 11/24/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 1,501.52
Buyer: YVETTE ANAYA(BU34100)

Customize | Find | View All | # First [ 1.2 or2 [*] Last

Documents Y Related nfo

SetlD ﬁ"% DOCID Document Type Status Document Date Vendor ID Location
34100 0000006969 REQ Approved 11/13/2009
00000 % Contract Approved 08/07/2009 0000053171

Below is the navigation to review the Requisition Accounting Entries and the Selection Criteria then click OK.

> Vendors . =
2 Purchasing Selection Criteria

< Requisitions ; .
b Reconcile Requisitions |  sgysiness Unit: 34100 |Q

< Review Requisition ioooaoosgsg |Q
- Requisitions

Information From Req: :
it . Q
Requiston stows: |4 -
- \¥orkbench Fiscal Year Fromo: | | | |Q MaxRows:| ‘
= Document Status

- Change History
-~ EE Journal Entries *Accounting Line View Option:

Cancel |

ToReq: |

0000006969 |2

*Ledger Group: |APROP_P_

Ja
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Below is a screen shot of the Requisition Accounting Entries:
{ Requisition Accounting Entries

Business Unit: 34100
From Regq: 0000006969 ToReq: 0000006969
Status:
From Fiscal Year: To:
Accounting Line View Option:  Standard CommitmentControl Ledger Group: APROP_P

ymize | Find | Vie

Monetary Closed Fiscal

L Reference
RequisitionID  Trans Type Fund Dept Account BudRef Class Ainoin Value Year JournalID Tran Date Rev 1D
0000006969 REQ_PREENC 01000 P544 400 110 90000 150152 N 2010 0004652685 11/13/2009
0000006969 REVERSAL 01000 P544 400 110 90000 150152 N 2010 0004680695 11/24/2009 1001090045

Below is a screen shot of the requisition accounting entries downloaded into excel:

Requisition ID| Trans Type | Fund |Dept |Account |Bud Ref| Class |Monetary Amount | Closed Value | Fiscal Year| JournalID | Tran Date |Reference Reversal ID

0000006969 |REQ_PREENC {01000 |PS44 400 110| 90000 1,501.52|N 2010|0004652686 | 11/13/2009

0000006969 |REVERSAL 01000 |P544 400 110} 90000 -1,501.52|N 2010|0004680696 | 11/24/2009 1001090045
0.00

o Change the PO Accounting Date to Current Date but no later than 06/30/20XX.

Navigation: Purchasing, Purchase Orders, Add/Update POs, Find an Existing Value, Enter Business Unit and

Purchase Order ID.

b ltems Intai
b Cost Accounting Maintain Purchase Order
b Vendors Purchase Order
7 Purchasing
[> Requisitions o ’ A
b Requestfor Quotes Unit: 34100 PO Status: Dispatched X
[ Procurement Contracts PO ID: 1001090045 Budget Status: Valid in B
= Purchase Orders )
[ Stage/Source Requesls v [C] Hold From Further Processing
> Acknowledgments — — — —— ——
[» Manage Change Orders — -
> Reconcile POs . (11241200 I , ;
I Review PO Information i 11242009 |8 vendor Search DocTol Satow::  Vahd
[ Reports Vendor - Vendor Details Backorder Status: MNone Create BackOrder
> Budget Year End [ ] i
Processing *Vendor ID: | DIGITAL TRAFFIC SYSTEMS INC Receipt Status: Not Recvd
P\dt)dsu S Buyer: | YVETTE ANAYA(BU34100) Dispatch Method: | Print ¥
- Add/Update POs PO Reference: | ' ] L —
= ADprove »'qmgumg .
= Approve ChartFields PO Activities Add ShipTo Comments SIERChmc; NG Calculate I
- Reserve PO IDs FreightTax/Misc.: 0.00
= Maintain Distributions PO Defaults Document Status bl
LSS Total Amount: 150152 USD
= %‘% ; Edit Comments  Requisitions :
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Click on the Header Details to change the PO Accounting Date. After changing the date click ok.
Maintain Purchase Order

PO Header Details
[pispatch  *Method: | Print v Accounting Date: (1172472009 ()
Accounting Template: | <
November v ||2009 v
ok | cancel Refresh S M T WTF §

1.2 34 5 B ¢
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

cii EOD)

e Review the PO Accounting Entries. The accounting entries equal to the total amount of the PO.

Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries, Enter Selection
Criteria e.g. Business Unit, From PO ID and Ledger Group: always select APROP_P, click OK.

> Vendors
7 Purchasing Selection Criteria
[ Requisitions . :
[> Request for Quotes e ! 34100 |Q
[> Procurement Contracts Business Unit: ; i . .
< Purchase Orders From PO ID: 11001090045 |Q To PO ID: [1001090045 |Q
[> Stage/Source Requests 1
> Acknowledgments PO Status: L .O\
[> Manage Change Orders T Q 'Q\ 300!
> Reconcile POs Fiscal Year From/To: L Max Rows: | J
< Review PO Information r 1 1
- Purchase Orders *Accounting Line View Option: | Standard ¥| *Ledger Group: APROP_P |
= Activity Summary
= PO Accounting Entries ChartFields
- Document Tolerance Fund Dept Account  Sub Acct Rpt Cat Project
Exceptions f r ) ' ) .
= Doc Tolerance 1 | _Q | _Q L _Q | _Q L .O\ | .Q

I Cancell

Below is a screen shot of the PO Accounting Entries:

Accounting Entries Customize | Find | View All | B8 First (4] 1 or4 [*] Last
Details [ ChartFields | [F»)
A z Monetary  Fiscal Reference
Purchase Order Status Vendor ID Trans Type Line Sched Dist Fund Dept Account Bud Ref Class Amount Year Journal ID Reversal ID
1001090045 D 0000053171 PO_POENC 1 1 101000 P544 400 110 90000 1501.52 2010 0004680696

Note: The Purchase Order Accounting entries do not have any Reference Reversal ID (Vouchers) listed which
means that the PO is only encumbered.

o Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.
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Navigation: Purchasing, Purchase Orders, Review PO Information, Activity Summary, Enter Business Unit and
Purchase Order Number, click search.

ES:nsctio‘ nrsccounung PO Activity Summary

7 Purchasing Enter any information you have and click Search. Leave fields blank for a list of all values.
> Requisitions
[> Request for Quotes

D Procurement Contracts / Find an Existing Value
<2 Purchase Orders
[> Stage/Source Requests : , ) :
[ Acknowledgments Business Unit: = v ‘bMUD Q
> Manage Change Orders i : r :
) ?ep\':ﬁ?hpage’rg%?r?mn Purchase Order Date: = | . '@
Purchase Order Reference:| begins with + |
= PO Accounting Entries - - - " 1
= Document Tolerance Vendor ID: . begins with Ml _Q

Exceptions
= Doc Tolerance

Clear | Basic Search [ Save Search Criteria

[[Jcase Sensitive

Activity Summary
Unit: 34100 PO Status: Dispatched
POID: 1001090045 Vendor: DIGITAL TRAFFIC SYSTEMS INC

Customize | Find | View All | B8 First [4) 4 or 1 ¥ Last

Receipt | Invoice ) Matched ) RV
2 . Amount Amoun
Line LU L] Item Description Lurrency y
Line Item Item Description UOM Order Qty Ortarad Currenc onl
1@ INSTALL OF MAGLOCK AND CARD RE EA 1.0000 1501.520 USD
Customize | Find | View All | B

: o— uanti 2
Line Item Item Description uom - Amt Invoiced Currency
= e —— Invoiced

1B INSTALL OF MAGLOCK AND CARD RE EA 0.00 0.000

Note: The Activity Summary Invoice tab indicates that there are no vouchers created referencing this purchase
order. There are no payments made from this document.

e  Go back to the Main Purchase Order and change the price of the item to 0 (zero), click the refresh button,
click on the save button.
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Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Dispatched A x
PO ID: 1001090045 Budget Status:  Valid R
Copy From: bt ] Hold From Further Processing
*PO Date: 112412009 |3y Vendor Search Doc Tol Status: Valid
Vendor Vendor Details Backorder Status:. MNone Create BackOrder
*Vendor ID: | DIGITAL TRAFFIC SYSTEMS INC Receipt Status: Not Recvd
*Buyer: YVETTE ANAYA(BU34100) *Dispatch Method: | Print v
PO Reference: ] St
Merchandise:
Header Details PO Activities Add ShipTo Comments e Calculate
FreightTax/Misc.: 0.00
PO Defaults Document Status —
Total Amount: i
Edit Comments Regunsnions 0.08 3P
A Retrieve
Purchasing Kit Catalog ltem Search Line: Q To: Q #

Customize | Find | View All | B First (4] 4 or4 (¥ Last

( Ship ToDue Date | Statuses | Reminformation | Affributes | RFQ ' Contract ) Receiing ) [F=®
Line Item Description PO Qty *UOM Category Price Amount Status
) INSTALL OF MAGLOCK AND _ R . —
10 CARD READERAND EXIT ) 1.0000 EA  |000000Q(f0.00000 adive 2 [ E =
BUTTON 3

B save [ L Return to Search | [Z] Notify | ‘

The system will show the message below, click the yes button.

This action will create a change order. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannol perform the action at this time.
i I No

After saving the purchase order the system will show the message below, click the ok button.
Warning -- No price on line number 1, schedule 1. (10200,14)

There is no price on the specified schedule. You can confirm that you want to save a zero dollar item.
@k )| cancel

1
PO Status: Pend Appr @ A X
Budget Status:  Not Chkd 2;" 3 B

. . : s,

First approve ®the purchase order then click on the on demand budget checking button “ to re-budget

check the purchase order.

o Review the Purchase Order accounting entries after the change order. The accounting entries must equal
to O (zero).

Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries, Enter Selection
Criteria e.g. Business Unit, From PO ID and Ledger Group: always select APROP_P, click OK.
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> Vendors Selection Criteria
7 Purchasing
[> Requisitions 34100 'Q
[ Request for Quotes *Business Unit: ! _ _
> Procurement Contracts . 1001090045 |Q 11001090045 |Q
< Purchase Orders From PO ID: 5 ToPOID: |
[> Stage/Source Requests ?
> Acknowledgments e . _
> Manage Change Orders Fiscal Year From/To: Q IR pmax Rows: | 300
[> Reconcile POs _
< Review PO Information *Accounting Line View Option: | Standard 8| - edger Group: kPROP_P |
= Purchase Orders
= Activity Summary

FO Accinioo Eraries
- Document Tolerance Fund Dept Account Sub Acct Rpt Cat Project

Cancel |

Below is a screen shot of the PO Accounting entries which equal to zero.
( PoAcctg Ln Lookup )

Business Unit: 34100

From PO: 1001020045 To PO: 1001090045
PO Status:

From Fiscal Year: ToFiscal Year:

CommitmentControl Ledger
Group:

Accounting Line View Option:Standard APROP_P

Accounting Entries

Customize | Find | View All | B First [4) 1 or 1 [*] Last
Details Y ChartFiells '\ [F=»)
- . Monetary  Fiscal Reference
Purchase Order Status VendorID Trans Type Line Sched Dist Fund Dept Account BudRef Class pe Year Journal ID Reversal I
1001090045 PA 0000053171 PO_POENC 1 1 101000 P544 400 110 90000 0 2010 0004680696
[ ]

Proceed with the closing of the documents through the PO reconciliation workbench to prevent misuse
of zeroed out purchase orders.

e See Encumbrance Year-End Process 2F — Closing Purchase Orders with Requisitions reconciliation
workbench instructions.

End of procedure.

Encumbrance Year End Process 2E

Preparing Purchase Orders Surced by Requisitions with
Attached Vouchers for Closing with the Reconciliation Workbench.

The following is a check list when disencumbering a Purchase Order with a Requisition:
e Finalize the Requisition.
e Change the PO Accounting Date to Current Date but no later than 06/30/20XX.

Review the PO Accounting Entries. The accounting entries must equal to the remaining balance of the
PO (e.g., purchase amount less payments).
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e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.

e (o back to the Main Purchase Order and change the PO or PO line(s)
to the amount paid. Click Refresh. Budget Check the PO.

e Review PO accounting Entries after modifying the PO. Must verify that the requisition is finalized in
the purchase order. Requisition and Purchase Order accounting entries equal to O (zero) .

e Print before and after Commitment Control budget inquiry (Optional).
e Proceed with the closing of the purchase order through the PO reconciliation workbench.

o Close the requisition through the reconciliation workbench after the purchase order is closed. Note:

Purchase Orders must be closed first then close requisitions last.

Note: The example print screens below may have prior year calendar dates. It is the user’s
responsibility to change the prior year dates to current year dates.

Below is an example of a scenario where an agency created a purchase order then cancelled it.

Scenario: An agency created a purchase order from a requisition and made payment(s). The agency wants to
disencumber the remaining balance of the purchase order or close the purchase order which is fully liquidated.
Here are the following steps to disencumber the remaining balance of the purchase order:

e Finalize the Requisition.

When a Purchase Order was created from a Requisition, the first step is to finalize the Requisition before
disencumbering the Purchase Order. You can either finalize the Requisition at the PO Header or on the PO
Distributions/Chartfields line.

e Finalize Requisition at the PO Header

Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Dispatched A X
PO ID: 1001000014 Budget Status: Valid _[f.‘i
Copy From: v [[] Hold From Further Processing

e Finalize Requisition on the PO Distributions/Chartfileds.

Go to the PO Line Details Schedule, click on the Distributions/Chartfields, click on the Statuses tab, enter a
check mark on the final box.
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Customize | Find | View Al | Bl First
" Ship To/Due Date \!.' Statuses \!r Eem Inf ™ )a Attribut f" RFQ ¥ Contract ! Receiving \ |:'__-’:

Line  Item Description PO Oty “UOM Category Price Amount Status
= Legal Notices for FY 10 for i . == B
1B i Courci & 10000 EA 000000/ |430.00000 43000/ Active O (EDE] =)
[Schedule]
View Printable Version ‘Goto: | More .. b

Line: 1 Item: Legal Notices for FY 10 for Rodeo CouncilPO Qty:  1.0000 EA  Amount: 430.00 USD

First I 4 or4 L*| Last
(  Staluses )y Shipment | Malching | Receiing ) Freight Y BRIV | )
Sched “Due Date “Ship To PO Qty Price Amount Status
1 [ 0812012009 LGD8000000 = 1.0000 430.00000 430.00 Active ® & @EJ

Add ShipTo Comments

Distribution
[ Chartfields
Commitment
Dist Status  Percent %ﬁ% %ﬁ%‘ Doc Tol Status Final Control Close VAT Apport CF
=2latls 21alus Flag
1 0pen | 100.0000| Valid valid Valid X =

After finalizing the Requisition, you must review the Requisition Accounting entries. The Requisition

accounting entries must equal to zero.

To get the Requisition ID number, go to the Main Purchase Order and click on the Document Status.

From the main menu, go to Purchasing, Purchase Order, Add/Update POs, Find an Existing Value and enter

Business Unit and PO ID. Click on the Document Status to view the Requisition ID.

D CastAccounting Maintain Purchase Order
[> Vendors
= Purchasing Purchase Order
[ Requisitions
> Request for Quotes Unit: PO Status: i A X
I> Procurement Contracts 34100 d Dispatched B
<= Purchase Orders PO ID: 1001000014 Budget Status: Valid in B
I» Stage/Source Requests F )
I» Acknowledgments Copy From: | bt [C] Hold From Further Processing
I* Manage Change Orders e Hamda: -
I» Reconcile POs T
E' 2:::{"“‘;0 Information *PO Date: [08/20/2009 [ vendor Search Doc Tol Status:  Valid
> Budget Year End Vendor Vendor Details Backorder Status: MNone Create BackOrder
Frocessing r 1 2
- AddUpdate Express *Vendor ID: 4 ALBUQUERQUE PUBLISHING CO Receipt Status: Not Recvd
EOs *Buyer: - PHUNTSOK RAPDEN *Dispatch Method: | Print v |
- Add/Update POs | - : ey el S |
- Approve Amounts PO Reference: | Amount summary
= Approve CharFields Merchandise: 43
- Reserve PO IDs Header Details PO Activities Add ShipTo Comments 20400 Calculate |
- Maintain Distributions FreightTax/Misc.: 0.00
0 PO Defaults Document Status —
= [ispatch POs —_— :
VeV Docamicat . Total Amount: 430.00 USD
Yerly Document Add Comments Requisitions
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Below is a screen shot the PO Document Status and the Requisition ID.

2 Purchaslnu
I Requisitions { PO Document Status
> Request for Quotes
U Procurement Contracts Business Unit: 34100 PO ID: 1001000014 Status: Dispatched
= Purchase Orders
[> Stage/Source Requests Document Date: 08/20/2009  Document Type: Purchase Order Budget Status: Valid
1 Acknowledgments
> Manage Change Orders Currency: usD Amount: 430.00
i Reconcile POs
= Review PO Information Buyer: PHUNTSOK RAPDEN

= Purchase Orders
= Activity Summary
- PO Accounting Entries

NiZ

Documents Relsted Info | [Ty

- Document Tolerance sep Business  poegp Document Type Status Document Date  Vendor ID Location

Exceptions R Unit e e Decument Date  yencor L Location
- Doc Tolerance 34100 0000006714 REQ Approved 08/17/2009
B i 34100 10000423 Voucher Posted 09/11/2009 0000049778 001 ]
34100 10001667 Voucher Posted 11/24/2009 0000049778 001 B
s ;M 00000 0001844598  Payment Posted 09/23/2009 0000049778 004 B

> Re|

4 Bugg:fvear o 00000 0001945879  Payment Posted 12/02/2009 0000049778 004 B

Cramarrins

Below is the navigation to review the Requisition Accounting Entries and the Selection Criteria, click OK.

» Vendors Selection Criteria
7 Purchasing

<> Requisitions 34100 Q
> Reconcile Requisitions *Business Unit: : !
< Review Requisition
Information
- Requisitions Requisition Status: 1
~ Workbench Fiscal Year From/To: | .Q |
= Document Status

- Change History - ' |
P =y *Accountina Line View Option: *Ledaer Group: 'm_q

Cancel |

Below is a screen shot of the Requisition Accounting Entries Before Finalizing Requisition:

(0000006714 |Q ToReq

SR 0000006714 |Q

'@ Max Rows: | 300

Accounting Entries

Details Y ChariFields | !ED}

isiti Monetary Closed Fiscal Reference
RequisitionID  TransType  Fund Dept Account BudRef Class Anaist: | Valiie Vaie Journal ID  Tran Date Reversal ID
0 714 REQ_PREENC 01000 281048 400 910 90000 430 N 2010 0004404820 08/17/2009
0000006714 REVERSAL 01000 281048 400 910 90000 430 N 2010 0004416641 08/20/2009 1001000014

Belwo is the Requisition Accounting Entries After Finalizing Requisition:

Accounting Entries Customize | Find | View All | B

Details ChartFields | [F=5))
RequisitionID  TransType  Fund Dept Account BudRef Class M"ﬂ! % % Journal ID  Tran Date —e—m—”:
0000006714 REQ_PREENC 01000 281048 400 210 90000 430 N 2010 0004404820 08/17/2009
0000006714 REVERSAL 01000 281048 400 910 90000 -430 N 2010 0004416641 08/20/2009 1001000014
0000006714  REVERSAL 01000 281048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014
0000006714  REVERSAL 01000  Z81048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014

Note: Requisition Accounting entries contain Reference Reversal 1D which is the Purchase Order ID number.

e Change the PO Accounting Date to Current Date but no later than 06/30/20XX.
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Navigation: Purchasing, Purchase Orders, Add/Update Pos, Find an Existing Value, Enter Business Unit and

Purchase Order ID. Click on the Header Details to change the PO Accounting Date. After changing the date
click OK.

[» Cost Accounting s s
I Vendors Maintain Purchase Order
= Purchasing
b Requisifions Purchase Order
[* Request for Quotes A X
> Procurement Contracts Unit: 34100 PO Status: Dispatched
= Purchase Orders i ’ ot
(14 i
I Stage/Source Requests ron 1001000014 Budget Status: Valid in/
[» Acknowledgments < T | ’
I Manage Change Orders Copy From: | | "] Hold From Further Processing
b Reconcile POS
[* Review PO Information ]
b Reports *PO Date: 1082012009 |G Vendor Search Doc Tol Status: valid
[» Budget Year End Al E ERQU-11 + 5
Processing Vendor . ' Vendor Details Backorder Status: None Create BackOrder
= EE; le Expres *Vendor ID: | 4977 | ALBUQUERQUE PUBLISHING CO Receipt Status: Mot Recvd
= Add/Update POs "Buyer: |PHUNTSOK RAPD PHUNTSOK RAPDEN *Dispatch Method: | Print v _—I
Approve Amounts PO Reference:
= Approve CharFields . i
=~ Resene POIDs PO Adtivities Add ShipTo Comments e B s |
= Maintain Distributions —_—  — F tTax/Misc.: 000
- Dispatch POs PO Defaults Document Status y - e
= Verify Document Al Total Amount: 43000 USD
Tolerance Add Comments Requisitions

Maintain Purchase Order

PO Header Details

[Mpispatch  *Method: | Print v/ Accounting Date:  |11/202009 () |
Accomﬁm Temuate: -

'November v 2009 v

oK | cancel | Refresn | S MT WTF s

1 2 34 5.6 7
8 810111213 4
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

e Review the PO Accounting Entries — accounting entries equal to the total amount of the PO.

Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries, Enter Selection
Criteria, click OK.
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» CostAccounting Selection Criteria
»Vendors Q
#Purchasing . ~ 34100 |
I Requisitions Business Unit ' - :
[> Request for Quotes From PO ID: .1001000014 Q To POID: .1001000014 Q
> Procurement Contracts
= Purchase Orders PO Status: L .O‘
[» Stage/Source Requests 'O\ T 'Q ™ 300!
[ Acknowledgments Fiscal Year From/To: | J L J Max Rows: | d
[» Manage Change Orders [ 1 f 1
i Reconcile POs *Accounting Line View Option: | Standard ¥| ~Ledger Group: ("PROP_P |Q
< Review PO Information
= Activity Summary F :
= Fund Dept Account Sub Acct Rpt Cat Project
- Document Tolerance 1 L _O\ Q | Q | _Q ,O\ | _O\

@ | Cancel |

Below is a screen shot of the PO Accounting entries:

Accounting Entries

Details ChariFields |\ [=))

. : Monetary  Fiscal Reference

Purchase Order Status Vendor ID Trans Type Line Sched Dist Fund Dept Account BudRef Class Year Journal 1D Reversal I

1001000014 D 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 430 2010 0004416641

1001000014 D 0000049778 PO_POENC 1 1 101000  Z81048 400 910 90000 430 2010 0004416641

1001000014 D 0000049778 PO_POENC 1 1 101000  Z81048 400 910 90000 430 2010 0004416641

1001000014 D 0000049778 REVERSAL 1 1 101000 281048 400 910 90000 -5387 2010 0004480239 10000423

1001000014 D 0000049778 REVERSAL 1 1 101000  Z81048 400 910 30000 -5387 2010 0004680748 10001667

After clicking on the download button the system will ask, “Do you want to open or save this file?” Click

Open.
Do you want to open or save this file?

@ j Name: ps.xls
L Type: Microsoft Office Excel 97-2003 Worksheet, 1,93 KB
From: sharefin.state.nm.us

..Dpen.. save | [ Concel |

Below is a screen shot of the PO Accounting entries in Excel after it was downloaded:

Purchase Order |Status| Vendor ID |Trans Type |Line |Sched |Dist| Fund | Dept |Account|Bud Ref| Class |Monetary Amount |Fiscal Year| Journal ID |Reference Reversal ID
1001000014|D 0000049778 |PO_POENC 1 1| 101000 |Z81048 400 910| S0000| 430.00 2010|0004416641
1001000014|D 0000049778 |PO_POENC 1 1 101000 |281048 400 910| 90000| 430.00 2010|0004416641
1001000014|D 0000049778 |PO_POENC 1 1] 1]01000 |Z81048 400 910| S0000| -430.00 2010|0004416641
1001000014|D 0000049778 |REVERSAL 1 1] 101000 |ZB1048 400 910| 50000| -53.87 2010|0004480239 10000423
1001000014|0 0000049778 |REVERSAL 1 1| 1|01000 |281048 400 910| 90000 -53.87 2010|0004680748 10001667
322.26|

Note: Purchase Order Accounting entries contain Reference Reversal ID which are the Voucher ID numbers.

e Review the PO Activity Summary — Lines Details and Invoice tabs. Invoice tab - Vouchers must be the
same as in the PO Accounting Entries.

Navigation: Purchasing, Purchase Orders, Review PO Information, Activity Summary, Enter Business Unit and
Purchase Order Number.
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> Cost Accounting
> Vendors
7 Purchasing
[> Requisitions
[> Request for Quotes
[ Procurement Contracts
< Purchase Orders
[> Stage/Source Requests
[ Acknowledgments
[> Manage Change Orders
> Reconcile POs
< Review PO Information
= Purchase Orders
= PO Accounting Entries
- Document Tolerance
Exceptions
- Doc Tolerance
Override History
- Print POs
= Document Status

PO Activity Summary

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

/ Find an Existing Value

Business Unit: = @ 134100 lQ

PO Number: [ begins with v|[1001000014

Purchase Order Date: = | | Eﬂ
Purchase Order Reference: begins with v J _
Vendor ID: [ begins with v &

[[] case Sensitive

Clear | pasic Search (B Save Search Criteria

Activity Summary: Lines Details tab shows the encumbered amount.

Activity Summary

Unit: 34100
POID: 1001000014

PO Status: Dispatched
Vendor: ALBUQUERQUE PUBLISHING CO

Lines Customize | Find | View All | g First 4 1 of 1 L* Last
Receipt | Invoice ) Matched Y RV [y
Line ltem ltem Description UoM Order Qty Amount Ordered Currency A"‘—E‘:I‘"“
1 B Legal Notices for FY 10 for Ro EA 1.0000 430.000)USD

Activity Summary: Invoice tab shows the amount invoiced.

Customize | Find | View All | i

Matched y RV )

Line ltem Item Description uom invoiced Amt Invoiced Currency
1@ Leqal Notices for FY 10 for Ro EA 2.00 SD B

=
The screen shot below appears after clicking on the Invoice button -&1 :

Unit: 34100

PO No.:1001000014 Line 1 Item ID

First U 42 of 2 L¥ Last

Customize | Find | View All | B8

Sched Num AP Unit  Voucher Line Quantity Invoiced Amount Invoiced
134100  [10000423 1 1.00 53.870 =
134100  |10001667 1 1.00 53.870 =
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Below is the screen shot of the PO accounting entries.

Accounting Entries Customize | Find | View Al | B8

Details. ChariFields | [F=)
Purchase Order Status Vendor ID Trans Type Line Sched Dist Fund Dept Account  BudRef Class !ﬂm&m nt E}e_‘f,“w gmmm“n
1001000014 D 0000049778 PO_POENC 1 1 101000 781048 400 910 90000 430 2010 0004416641
1001 14 D 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 430 2010 0004416641
1001000014 D 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 -430 2010 0004416641
1001000014 D 0000049778 REVERSAL 1 1101000 281048 400 910 90000 -53.87 2010 0004480239 10000423
1001000014 D 0000049778 REVERSAL 1 1 101000 781048 400 910 90000 -53.87 2010 0004680748 10001667

Note: The Activity Summary Invoice tab indicates that there are two vouchers that were paid out for this
purchase order.

Note: PO accounting entries should show the same voucher numbers as the invoice PO Activity Summary
Invoice tab. If PO accounting entries will not show the same voucher numbers as the invoice PO Activity
Summary Invoice tab — agency must reconcile according to the PO Activity Summary.

Unit: 34100 PO No.:1001000014 Line 1 ltem ID
) First 4] 1.2 o2 ¥ Last
SchedNum AP Unit  Voucher Line Quantity Invoiced Amount Invoiced
134100  [10000423 1 1.00 53.870 =

134100  |10001667 1 1.00 53.870 [¥] [=)

Accounting Entries
ChartFieids

| [ry

Purchase Order Status Vendor I Trans Type Line Sched Distfund  Dept Account m ﬂrgf-"lml ) m
1000014 D 0000049778 PO_POENC 1 1 101000  Z81048 400 910 90000 430 2010 0004416641

1001 14 D 0000049778 PO_POENC 1 1 101000 281048 400 210 90000 0004416641

1001000014 D 0000049778 PO_POENC 1 1 101000 281048 400 210 90000 -430 2010 0

1001 14 D 0000049778 REVERSAL 1 1 101000 281048 400 910 90000 5387 2010 0004480, 39

1001 14 D 0000049778 REVERSAL 1 1 101000 281048 400 210 90000 -5387 2010 0004580748[10001667

e Go back to the Main Purchase Order and change the price of the item to the invoiced amount.

Always have the screen shot below available when changing the price of the item(s) to the amount invoiced.

Unit: 34100 PO Status: Dispatched
POID: 1001000014 Vendor: ALBUQUERQUE PUBLISHING CO

Customize | Find | View Al | B First [4) 4 or1 (¥ Last
Receipt ) Invoice ) Matched )Y RV \ [»
Line Item Item Description uom Order Qty Amount Ordered Currency %
1B Legal Notices for FY 10 for Ro EA 1.0000 430.000 USD

Customize | Find | View All | B First ) 1 of 4

i (=]

Matched j  RTV

: _— Quantity -
Line Item Item Description Uuom invoiced Amt Invoiced Currency
1B Leqal Notices for FY 10 for Ro EA 2.00 sD &

On the PO Lines Details change the price of the PO, click on the Refresh, click on the Save buttons.
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) ) . - g — “ Need to change Price
Purchasing Kit Catalog Item Search Line: | A 1el Q Ml to Amount Invoiced

[ Details | Ship ToDue Date ) Statuses ) Reminformation ) Altrbutes ) RFQ ) Contract ). =)

ne tem Description PO Qty *UOM Category Price ‘ Amount Status
118 R e g 10000€A 000000/ [HENEEEE || 43000acve O @ & [

" Ship ToDue Date ) Statuses ) Remnf Y Aftributes y RFQ | Contract |
18 Laguhoficas frFYohe 10000 EA [000000@ [10774 | 1] 43000/adve O [E & [
muuey wounul —_— L J
View Printable Version Goto: |- More .. v/

After clicking on the Refresh button the message below appears, click on the Yes button.

This action will create a change order. Continue? (10200,27)

The aclion that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannot perform the action at this time.
‘ | No

The screen shot below appears after saving the PO. Click on the Approve PO button 4 . Click on the PO on

demand budget checking button ] to re-budget check PO.

Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Pendappr & A XK
PO 1004000014 Budget Status:  NotChkd [ §i§ B

Change Order: 1

Copy From: | e [C]Hold From Further Processing

Screen shot of the purchase order after it was modified and re-budget checked.

Maintain Purchase Order
Purchase Order

Unit: 34100 PO Status: Pend Appr I A x
PO IC: 1001000014 Budget Status: valid in B
Change Order: 1
Copy From: [ i [[] Hold From Further Processing
- Header
*PO Date: 082072009 | Vendor Search Doc Tol Status: valid
Vendor Vendor Details Backorder Status: MNone Create BackOrder
*“Vendor ID: | : ALBUQUERQUE PUBLISHING CO Receipt Status: Mot Recvd
*Buyer: PHUNTSOK RAPDEN “Dispatch Method: | Print e t
PO Reference: e : -
Merchandise:
Header Details PO Activities Add ShipTo Comments ks on 1071 Calculate
FreightTax/Misc.:
PO Defaults Document Status hiakasint 200
| Total Amount: 107.74 so
Requisitions
Purchasing Kit Catalog ltem Search Line: Q To: QU M

o

Ship To/Due Date ' Statuses ' Reminformation )  Aftributes RFQ ' Contract E.eoﬁm
Line ltem Description BO Qty IUOM Cateqory Price
. Legal Notices for FY 10 for i [ —~y 8 —
1 [ Bocas Conngil [ 51 1.0000 EA  [000000/Q [107.74000 | | | 107.74] Active OB EE
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e Review PO accounting Entries after modifying and re-budget checking the PO. The accounting entries
must equal to 0 (zero).

Here are the accounting entries after disencumbering the PO:

Accounting Entries

Purchase Order Status Vendor ID Trans Type Line Sched Distfund  Dept Accont  BudRef Class poreldt FSCAl joumeip FeLerence
1001 4 PA 0020049778 PO_POENC 1 1 101000 281048 400 910 90000 430 2010 0004416641
1001000014 PA 0020049778 PO_POENC 1 1 101000 281048 400 310 90000 107.74 2010 0004416641
1001 14 PA 0000049778 PO_POENC 1 1 101000 281048 400 210 90000 -430 2010 0004416641
1001000014 PA 0000049778 REVERSAL 1 1 1 01000 281048 400 810 90000 -53.87 2010 0004480239 10000423
1 14 PA 0020049778 REVERSAL 1 1 101000 281048 400 910 90000 -53.87 2010 00046580748 10001667

Here are the accounting entries in Excel:

Purchase Order | Status| VendorID |Trans Type |Line |Sched |Dist| Fund | Dept |Account|Bud Ref| Class | Monetary Amount |Fiscal Year| Journal ID |Reference Reversal ID
1001000014|PA 0000049778 |PO_POENC 1 1| 1|01000|Z81048 400 910| 90000 430.00 2010|0004416641
1001000014 |PA 0000045778 |PO_POENC | 1| 1|01000|Z81048 400 910| 90000 107.74 2010|0004416641
1001000014|PA 0000049778 |PO_POENC 1 1| 1|01000|Z81048 400 910| 90000 -430.00 2010{0004416641
1001000014 |PA 0000049778 |REVERSAL 1 1| 1|01000|Z81048 400 910| 90000 -53.87 2010|0004480239 10000423
1001000014 |PA 0002049778 |REVERSAL 1 1 1|01000 |Z81048 400 910| 50000 -53.87 2010|0004680748 10001667
0.00|

e Print before and after Commitment Control budget inquiry (optional).

Budget Inquiry before disencumbering PO 1001000014

> Billing

[> Accounts Receivable

> Accounts Payable

[> eSettlements

> AssetManagement

[> Banking

[> Cash Management

[» Deal Management

> Risk Management

[> VAT and Intrastat

> Excise and Sales TaxVAT
IND

= Commitment Control
[> Define Control Budgets
[> Define Budget Security
[> Budget Journals
[> Post Control Budget

Journals

= Review Budget Activities

= Budgets Oveniew
= Ledger Inquiry Set
- Activity Log
> Close Budget
[> Budget Reports
[> Third Party Transactions
[* Review Budget Check

Commitment Control Budget Details

Department Account BudRef Class

34100 APROP_P 01000 281048 400 910 20000

Ledger Amounts

Budget: 5 isplay Chart

Atributes Disohoy Coe o

Expense: At - : 100
Encumbrance: 1102226} usp  Carent/Children  pax Rows |
Pre-Encumbrance: 10,285.00 5 USD  Associated Budgets

Associate Revenue: 0,004 USD

Without Tolerance: 20475008 USD  Percent  (57.92%)7)
With Tolerance: 29475004 USD  Percent  (57.92%)A1
Budget Exceptions

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
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Below is a screen shot of the Budget Inquiry after disencumbering PO 1001000014

» Accounts Receivable Commitment Control Budget Details
> Accounts Payable
eSettements Business Unit _LedeerGroup _Fund Doparimenl _Accouni _BudRel Class |
» Asset Management 34100 APROP_P 01000 281048 400 910 90000
> Banking
» Cash Management
> Deal Management
* Risk Management
» VAT and Infrastat Budget: 50.890.00 7 USD iSolay
» Excise and Sales TaxVAT ; pix: Attributes ———ID’SD oy Chad o
IND Expense: 107.74 5 USD 2y o e
» Commitment Control Encumbrance: 1070000} usp  Eerent/Children  max Rows
I> Define Control Budgets Pre-Encumbrance: 10.285.00 7 USD i
b Define Budget Security : 2 Associated Budgets

[ Budget Journals
[ Post Control Budget

Joumals Associate Revenue: 0.005 USD
< Review Budget Activities
- -
e Without Tolerance: | uso  Percent:  (s3.55%) ]
- Ledaerinqui Sef With Tolerance: 20797264 USD  Percent  (58.55%)4]
= Activity Lo¢
» Clse Suio
[> Budget Reports Budget Exceptions
[ Third Party Transactions : " . s
b Review Budget Check i gl 0 ExcoplionWamings: .0 Budget Exceptions
Encumbrance before 11,022.26 Available budget before 29,475.00
Encumbrance after 10,700.00 Available budget after 29,797.26
Difference 322.26 Difference 322.26

e Continue closing the purchase order through PO reconciliation workbench.

e Once purchase order is closed, continue closing Requisitions through reconciliation workbench.

e See Encumbrance Year-End Process 2F - Closing Purchase Orders with Requisitions reconciliation

workbench instructions.

End of procedure.
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Encumbrance Year-End Process 2F

Closing Purchase Orders with Requisitions Reconciliation Workbench.
The diagram below illustrates the transaction flow leading to the Requisition Reconciliation process:

Create Req » Source Req
Fill From
Inventony
RR“! Close PO -
econ
Criteria Met? » Close Req

» PO Create »PD Dispatch
Receiving
Criteria Met? &g
Recon

Matching

Transaction flow leading to the Requisition Reconciliation process

e Benefits of Completed Purchase Orders and Requisitions

» No longer show up in the list of available requisitions or purchase orders when accessing pages

in update or display mode.

» Removed from the view are the requisition and purchase order options that were set to exclude,

completed or cancelled.

» Decreases the time required to find requisitions or purchase orders to modify.

e Agencies are encouraged to run the Purchase Order and Requisition Reconciliation processes at the end
of each month to help improve the efficiency of the purchasing process.

e Agencies need to obtain a listing of the purchase orders by running PO accounting entries and perform a
pivot table. Each purchase orders are reconciled against purchase order accounting entries and purchase

order activity summary line details & invoice tabs. PO accounting entries must equal to zero.

e Agencies need to obtain a listing of requisitions by running Requisition accounting entries and perform a
pivot table. Each requisition must be finalized in the purchase order with changed orders. Requisition

accounting entries must equal to zero.

e Before navigating to PO workbench, agencies must verify Vouchers and Payments are posted by

reviewing the PO Document Status.

e Agencies must close out Purchase Orders with Contracts by changing price amounts to what was paid

out.
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e Once the check lists when disencumbering/closing a purchase order with a requisition and
disencumbering a purchase order with a requisition and made payments are met, proceed with the
closing of the purchase orders and requisitions through the reconciliation workbench.

Note: The example print screens below may have prior year calendar dates. It is the user’s
responsibility to change the prior year dates to current year dates.

Below is the navigation to view if there is an un-posted voucher. Once a purchase order is open, click on the
Document Status.

> ltems

> Cost Accounting Maintain Purchase Order
» Vendors
>Purchasing Purchase Order
I Requisitions : A X
I Request for Quotes Unit: 34100 PO Status: Pend Appr =
[* Procurement Contracts " . 0 T
POID: 1 14 Budget Status: Val n e
< Purchase Orders 8010000 - 3
[> Stage/Source Requests Change Order: 1
> Acknowledgments
> Manage Change Orders Copy From: he [[] Hold From Further Processing
> Reconcile POs 5
> Review PO Information —
f' Reports *PO Date: 08/20/2009 T‘: Vendor Search Doc Tol Status: Valid
[ Budget Year End :
Processing Vendor Vendor Details Backorder Status: None Create BackOrder
= AddUpdate Express 1 g
POs *Vendor ID: | Al BUQUERQUE PUBLISHING CO Receipt Status: Mot Recvd
= Add/Update POs *Buyer: PHUNTSOK RAPDEN *Dispatch Method: | Print v |
= Approve Amounts - X
- Approve ChartFields PO Reference: |
- Reserve PO IDs L] ise:
= Maintain Distributions Header Details PO Activities Add ShipTo Comments erchandien 10724 Calculate |
- D tch PO FreightTax/Misc.: 1
gL PO Defaults Scument Stali3 e 2
e ; — Total Amount: 107.74 USD
M . Add Comments Requisitions

The screen shot below shows VVouchers & Payments are posted. This purchase order is ready to close through
reconciliation workbench. Note: Do not close a purchase order if a voucher is un-posted.
{ PO Document Status

Business Unit: 34100 PO ID: 1001000014 Status: Pend Appr
Document Date: 08/20/2009 Document Type: Purchase Order Budget Status: valid
Currency: usD Amount: 107.74

Buyer: PHUNTSOK RAPDEN

Customize | Find | View All | B8 First [4) 1.5 0r5 %) Last
Documents Y Related Info | [F=)

SetiD W DOC ID Document Type Status Document Date  Vendor ID Location
34100 0000006714 REQ Approved 08/17/2009
34100 10000423 Voucher Posted 09/11/2009 0000049778 001 -
34100 10001667 Voucher Posted 112412009 0000049778 001
00000 0001844508 Payment Posted 00/23/2000 0000049778 004 B
00000 0001946879  Payment Posted 12/02/2009 0000049778 004 B

e To obtain a listing of purchase orders, the agency needs to run PO accounting entries. There are two
ways to enter selection criteria in running PO accounting entries:

> 1. Enter From PO ID to PO ID.
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» 2. Enter Budget Reference.

Navigation: Purchasing, Purchase Orders, Review PO Information, PO Accounting Entries.
3. Run PO accounting entries: Enter from PO ID to PO ID (best for large agencies).

For example, BU 69000 beginning PO # in FY10 is #21135. As of 03/25/2011, PO # 24894 is the last PO
#. BU 69000 so far has entered 3,759 purchase orders. In order to run PO accounting entries without
getting logged out by the system, the agency must run accounting entries in a range of PO’s as follows:

PO =
As 0of 03/25/2010 last PO # 24894
As 0f 07/01/2009 beginning PO # 21135
Total PO's entered through 03/25/2010 3759
From PO # 21135
ToPO# (21135 plus 950) 22085
From PO 22085
To PO # (22085 plus 950) 23035
FromPO # 23035
ToPO = (23035 plus 950) 23985
From PO = 23985
To PO # (last PO = entered) 24894
7 Purchasing
[> Requisitions
> Request for Quotes 3 T
[> Procurement Contracts Selection Criteria
= Purchase Orders 59000 Q
[ Stage/Source Requests *Business Unit: : :
b Acknowledgments . [0000021135 | . 10000022085
> Manage Change Orders From PO ID: — % ToPO ID: |Q
I Reconcile POs ; Q
< Review PO Information Pt T— . :
= Wﬂ Fiscal Yearfrommo: | | | | pax Rows:
= ACIMIlY sSummanry

Rl UPISINES] | *Accounting Line View Option; | Standard ¥ *Ledger Group:

= Document Tolerance

: , 69000 |Q
*Business Unit: ‘ J
| | |
Erom PO ID: 0000022085 ‘0\ To POID: _0000023035| ]Q
r—|Q
PO Status: L1
Fiscal Year From/To: | ;Q L .Q Max Rows: .65300.
*Accounting Line View Option; | Standard ¥ | *Ledger Group: APROP_P Q @ | cancel
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169000 |
*Business Unit: : _Q

I.EI:Q.I:IJ.EO.[DI {0000023035 'Q To PO ID: 10000023985 EO\
PO Status: LI/
Fiscal Year From/To: | .Q . .Q Max Rows: .65300.

: Standard

*Accounting Line View Option:

Cancel I

*Business Unit: e _Q

From PO ID: 10000023985 |Q To PO Ip; 0000024894 |&

PO Status: :Q\

Fiscal Year From/To: | _'O\ . :O‘ Max Rows: ..6530']..

*Accounting Line View Option: Standard v: *Ledger Group: :APROP—P

@‘ Cancel |
R

The agency will have to save one large file for the accounting entries generated for each range of purchase
orders then perform a pivot table to obtain a listing of the purchase orders and see which PO’s have balances.
Proceed with the closing of the purchase order through the PO reconciliation workbench to all PO’s with zero

balances.

Close the requisition through the reconciliation workbench after the purchase order is closed. Purchase Orders

must be closed first then close the requisitions last.

4.  Run PO accounting entries: Enter Budget Reference (best for small agencies).

Vendors
* Purchasing
[> Requisitions =
[> Request for Quotes *Business Unit: 46500 |Q
[> Procurement Contracts Q
< Purchase Orders From PO ID:
> Stage/Source Requests Q

> Acknowledgments PO Status: .
[ Manage Change Orders . ) Q Q : @
© Reconcile POs Fiscal Year From/To: Max Rows: )

= Review PO Information : o . |standard v . (aPrROP_P) |1
— Purchase Otdars ‘Accounting Line View Option: | Ledger Group: i

= Activity Summary

Selection Criteria

ToPOID: Q

= PO Accounting Entries ERER N

Oper Unit

- Document Tolerance Fund Dept Account  SubAcct Rpt Cat Project
Exceptions 1 Q Q ' Q Q Q .

= Doc Tolerance

@ | cancer |
T —

Below is the navigation to obtain the beginning purchase order for a fiscal year (from PO ID). Navigation:
Purchasing, Purchase Orders, Add/Update PO’s, Find an Existing Value. Select between on the Purchase Order

Date.

¥ | *Ledqger Group: APROP_F

(€3
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|[5

* Customer Retums " Purchase Order
fems Enter any information you have and click Search. Leave fields blank for a list of all values.
Cost Accounting
> Vendors
7Purchasing [ Find an Existing Value | Add a New Value |
[ Requisitions
[ Request for Quoles
£ Procurement Contracts 4 3 - 5400
= Purchase Orders et B Q
I Stage/Source Yequests POID: beginswith «
L + ts T T .
b Manage Change Orders Lllll_rf_ll_lﬁ_o_r_ﬂ_e_[uate: between » | 07/01:2009 W and
[ Reconcile POs - ™ —_— - e
b Review PO Information PO Status: E . b
b Reports Short Vendor Name: begins with | Q
[ Budgel Year End
Processing Vendor ID: begins with » Q
- AddMipdate Express
Vendor Name: beginswith v
Buyer: beging with v Q
Buyer Name: begins with » Q,
PO Type: = v ~

[* Receipts
[ Return To Vendcr
[ Procurement Cards
[ Supplier Schedues
[ Analyze Procurement
Inventory
eProcurement

» Sendces Procurement
Sourcing

> Engingering
Manufacturing Definitions

» Production Control

Configuration Modeler

Below is the navigation to obtain the last purchase order for a fiscal year (to PO ID).

Purchase Order Reference: | Deginswith »
Hold From Further Processing

[l case Sensitive

Search Clear | pasic 5darch | Save Search Criteria

Search Results
View Al

Vendor ID  Vendor Name

Buyer

0000013948 NATIONAL DISTRICT ATTORNEYS ASSOCIATION TGURULE

0000001301 07/08/2008 Dispatched ROBERT J R-001 0000028948 ROBERT J

A CPAPC

0000001302 07/08/2009 Dispatched ALVARADO R-001 0000084440 ALVARADO, ROBERT

0000001303 07/09/2009 Dispatched ACOSTA ELI
0000001304 07/09/2008 Dispatched HULL JES:

0000075435 ACOSTA ELIZABETH
1000078808 HULL, JESSICAD

JGURLILE
JGURULE
TGURULE
TGURULE

Buyer Name

TIFFANY GURULE ~ General (blank)
TIFFANY GURULE  General (blank)
TIFFANY GURULE ~ General (blank)
TIFFANY GURULE ~ General (blank)
TIFFANY GURULE  General (blank)

Navigation: Purchasing,

Purchase Orders, Add/Update PO’s, Find an Existing Value. Select between on the Purchase Order Date.

|5

. Customer Retums ** Purchase Order
ftems Enter any inlormation you have and click Search. Leave fields blank for a list of all values,
Cost Accounting
> Vendors
7 Purchasing [ Find an Existing Value | Add a New Value |
[* Requisitions
[» Request for Quoles
b Procurement Contracts F A =
Business Unit: = & 5400 Q
= Purchase Orders
I Stage/Source Requests POID: begins with +
b Ack : —
[ Manage cn'an;e Orders |Purcl|ase Order Date: between v | 07/01/2009 W and | 09/30/2009
I Reconcile POs . nt
b Review PO Infarmation PO Status: = Y b
b Repors Short Vendor Name: beginswith a
[» Budget Year End
Processing Vendor ID: begins with Q
- Add\Update Eipress
Vendor Name: begins with v
Wi egeawt a
- mo
f Buyer Name: begins with » (o]
PO Type: = - »
Purchase Order Reference: | beginswith v
Hold From Further Processing O

[ Receipts
[ Return To Vendcr
£ Procurement Cards
[ Supplier Schedues
[ Analyze Procurement
> Imventory
eProcurement
» Sendces Procurement
Sourcing
> Engingering
Manufacturing Definitions
» Production Control

Configuration Modeler

[ case Sensitive

Search Clear

Search Results

Click on the PO ID to sort

arch Q Save Search Criteria

Short Vendor
Hame

7082008 Dispalched NDAA-001

0000013948 NATIONAL DISTRICT ATTORNEYS ASSOCIATION

26400 DOOOO0130107/08/2009 Dispatched ROBERT JR-001 0000028948 ROBERT J RIVERA CPAPC

400 0000001302 07/08/2009 Dispatched ALVARADD R-001 0000054440 ALVARADO, ROBERT

26400 0000001303 07/09/2000 Dispatched ACOSTAELI-001 0000075435 ACOSTA, ELIZABETH
26400 0000001304 07/092009 Dispatched HULL JESSI-001 0000078808 HULL, JESSICAD

Buyer Name

TIFFANY GURULE ~ General(blank) N
TIFFANY GURULE  General(blank) N
TIFFANY GURULE  General(blank) N
TIFFANY GURULE  General(blank) N
TIFEANY GURULE ~ General (blank) N

o Agencies have the list of purchase orders, verified vouchers and payments are posted, PO accou_nting
entries must equal to zero including PO’s with contracts (amounts changed to what was paid) — proceed
to Reconcile PO’s through reconciliation workbench.

Below is the navigation to reconcile purchase orders. You may enter in the search criteria one purchase order.
Select the appropriate status of the purchase order(s); e.g. Open & Dispatched or Pending Appr.
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[ Vendors
7 Purchasing
[ Requisitions
[ Request for Quotes
[ Procurement Contracts
<7 Purchase Orders
[> Stage/Source Requests
[> Acknowledgments
[ Manage Change Orders
< Reconcile POs
=~ Reconciliation
Workbench
- Close Purchase
Orders
- Reopen POs
[> Review PO Information
[> Reports
> Budget Year End
Processing
Workflow
[> Receipts
> Return To Vendor
[> Procurement Cards
[> Supplier Schedules
[> Analyze Procurement
> Inventory
> eProcurement
> Senvices Procurement
> Sourcing
> Engineering
» Manufacturing Definitions
> Production Control

» Reconciliation WorkBench

Filter Options
Business Unit: 34100 WorkBench ID: 0701000119
Description: CLOSE PO

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

Purchase Order: 1001000014 |& 1. 11001000014 |Q
[ 8 e g

PO Date:

Activity Date: :@ To: :| B9
Due Date: :@ To: I@
RequestBU: | |2 Requisitonip: | |

[“lopen [JApproved []Dispatched [ JCancelled [v] Pending Appr
Receiving ]

[[] Required ["] Not Required

@ All O Not Received O Partially Received O Fully Received

[[J Required

®An

[C] Not Required

O None O Partial Match O Fully Matched

Search | Return to Reconciliation WorkBench

Below is a screen shot of the search criteria with a range of purchase orders (PO’s have accounting entries equal

to zero).

Reconciliation WorkBench

Filter Options

Business Unit: 46500

Description:

WorkBench ID: PO RECON

PO RECON

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

Search Criteria

Purchase Order: 0000000905 |Q .

0000000915 | Q

Open Approved [V]Dispatched [JCancelled [T]Pending Appr

The screen shot below appears after clicking on the search button. Place a check mark on the box and click on

the close button action.



Reconciliation WorkBench

Business Unit: 34100 WorkBench ID: 0701000119
*Description: |CLOSE PO

Select POs for Further Processing
List of Purchase Orders

Customize | Find | View All | Download First 1) 1 of 1 ¥ Last
Detail Y  Other
Purchase Order 2?;“5 ﬁ Hold PO Date Last Activity Vendor ID Buyer :‘2;“;: g:iﬁg g'l_gnket Lines
[v] 1001000014 :3:? N 08/20/2009 03/24/2010 0000049778 ;’;;JgggOK Standard 1 =
™ selectan D crearau
Action:._APProve | unapprove| cancel | (Close) | Dispaten Preview

Go To: Setfilter options Process Request Options Process Monitor View Processing Results

Save

When the screen shot below appears, make sure to use accounting date for action today’s date but no later

than 06/30/20XX (once 06/30/20XX is closed use any date that is currently open). Place a check mark on the

update budget date equal to accounting date. "d’"-' Budget|

If the PO is not qualified, place a check mark on the box then click on the middle arrow to qualify PO.
Reconciliation WorkBench

Processing Results

Business Unit: 34100 WorkBench ID: 0701000119
*Description: CLOSE PO

Select POs for Furher Processing

Accounting Date for Action: Eﬂ

pdate Budget Date Equal to Accounting Date

First (4 4 or 4 [ Last ' View Al First (4] 4 or 4 [ Last
POID Log POID Line Sched Distrib Line
1001000014 = D =]

Accounting Date for Action:  0>/25/2010 |3y
Update Budget Date Equal to Accounting Date

! First (4 104 (¥ Last
POID Log PO ID

First [4) 4 or 1 (¥ Last
Line Sched Distrib Line

1001000014

O (32 [=]

Click on the yes button to proceed.

¥ select Al Clear Al

Proceed: ml Delete | Return to Reconciliation WorkBench
N

Click on the yes button to continue to close PO’s when the screen shot below appears.
Continue to Close POs. (10224,10)

|iYesi| No |
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The screen shot below appears when the system is finished closing the purchase order.
Reconciliation WorkBench

Business Unit: 34100 WorkBench ID: 0701000119

*Description: :CLOSE PO .

Select POs for Further Processing

List of Purchase Orders Customize | Find | View All | Download First 4
Detail Y  Other
Doc PO < Match Change Blanket .
Purchase Order Status Statu Hold PO Date Last Activity Vendor ID Buyer e Order PO Lines
1001000014 N 08202009 03252010 0000049778 FUNTSOK  standara 1 =
¥ seectal [ ciesr Al
Action:_ pprove ‘ Unapprovel Cancel [ Close Dispatch Preview ]
Go To: Set fiter options  Process Reguest Options  Process Monitor View Processing Results
Save

Once the system is done closing the purchase order go back to the main menu to verify purchase order budget
status. Navigation: Purchasing, Purchase Order, Review PO Information, Purchase Orders. Enter the Purchase
Order ID.

I> Cost Accounting Purchase Order Inquiry
> Vendors
= Purchasing Enter any information you have and click Search. Leave fields blank for a list of all values.

[> Requisitions

> Request for Quotes

> Procurement Contracts
< Purchase Orders

[> Stage/Source Requests ¢ = I :
[ Acknowledgments Business Unit: 1= 134100 _o\

P Manage Change Orders | o - begins with w|1001000014

[ Find an Existing Value

[ Reconcile POs : 4

= Review PO Information Contract SetiD: begins with + | Q
- Purchase Orders A ——— | '
- Activity Summary Contract ID: | begins with ¥ 1
- PO Accounting Entries Release Number: 1= v

-~ Document Tolerance

Exceptions Purchase Order Date:
- DocTolerance : i .
Override History PO Status: L= o | Y|
- Print POs i !b in 'm.vl— —0\
- Document Status ShostVendor hame. [DECFS 0 Bl -
- EE Journal Entries Neadaris | begins with v (Q
[ Reports == iz m
> Budget Year End Buyer: | begins with || 1
Processing R —— | |
- Add/Update Express Buyer Name: | begins with || 1
POs PO Type: | = v__ | v.,-

- Add/Update POs
- Approve Amounts [Tcase Sensitive
- rove ChartFields
- Resemnve PO IDs

:W Clear | BasicSearch [ Save Search Criteria
The screen shot below shows that the PO status is Complete and Budget Status Not Checked. The system will
re-budget check the purchase order in the next budget checking batch process schedule.
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Purchase Order Inquiry

Purchase Order

Unit: 34100 |PO Status: Compl I

PO ID: 1001000014 Budget Status:  Not Chkd
Change Order: 1

|

PO Date: 08/20/2009 Doc Tol Status: Valid
Vendor: ALBUQUERQU-116 Bachoedes St tons
VendoriD: 0000049778 Vendor Details Recelpe Not Recvd
Hold From Further Processing
Buyer: PHUNTSOK RAPDEN Amount Summary |
PR Paformoce: Merchandise: 107.74
Header Details AllRTV Matchin Freight/Tax/Misc.: 0.00
Header Comments  Document Status Total: 107.74 USD
Change Order
Ci mize | Find | View All | B8 Firs
Line Item Item Description Cateqory PO aty uomM Amount Status

1 B Legal Notices for FY 10 for Ro 00000000 1.0000 EA 107.74 USD QB

Below is a screen shot that shows the PO status is complete and budget status valid.
Purchase Order Inquiry

Purchase Order

Unit: 34100 PO Status: Compl
POID: 1001000014 Budget Status:  valid
Change Order: 1

|

PO Date: 08/20/2009 Doc Tol Status:  Valid
Vendor: ALBUQUERQU-116 ncivacios S ane
VendoriD: 0000049778 Vendor Details Receipt Not Recvd
Hold From Further Processing
Buyer: PHUNTSOK RAPDEN Amount Summary |
PO Reference: Merchandise: 107.74
Header Details AllRTV Matching FreightTaxMisc.: 0.00
Header Comments  Document Status Total: 107.74 USD
Change Order

Line item item Description Category POQty UOM Amount Status
1 B Leqgal Notices for FY 10 for Ro 00000000 1.0000 EA 107.74 USD Closed (2 [B
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Verify purchase order accounting entries and they must equal to O (zero).

7 Purchasing
[> Requisitions

[ Request for Quotes
[ Procurement Contracts
= Purchase Orders

[> Stage/Source Requests

[> Acknowledgments

[> Manage Change Orders

[> Reconcile POs

= Review PO Information
- Purchase Orders
- Activity Summary

@

{ PoAcctg Ln Lookup

Business Unit:
From PO:
PO Status:

From Fiscal Year:

*Business Unit:

From PO ID:

PO Status:

Selection Criteria

34100 |Q

1001000014 &

Fiscal Year From/To: |

*Accounting Line View Option:

e
(<}

:Q Max Rows: |
: Standard

ToPOID: |

34100
1001000014

To PO:

ToFiscal Year:

Accounting Line View Option:Standard

Accounting Entries

Details ( Charffields ' [ ¥

1001000014

CommitmentControl Ledger
Group:

APROP_P

Customize | Find | View A

300/

| *Ledger Group: .A‘P ROP.—P 4] .Q

Click on this icon to
download into excel.

%E‘LL—C%’—E Status Vendor ID Trans Type Line Sched DistFund  Dept Account BudRef Class jonelan ;—'é?_f—' Journal ID JJME""IE
1001000014 C 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 430 2010 0004416641
1001000014 C 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 -107.74 2010 0004416641
1001000014 C 0000049778 PO_POENC 1 1 101000 781048 400 910 90000 107.74 2010 0004416641
1001000014 C 0000049778 PO_POENC 1 1 101000 281048 400 910 90000 -430 2010 0004416641
1001000014 C 0000049778 PO_POENC 1 1 101000 781048 400 910 90000 107.74 2010 0004416641
1001000014 C 0000049778 REVERSAL 1 1 101000 281048 400 910 90000 -53.37 2010 0004480239 10000423
1001000014 C 0000049778 REVERSAL 1 1 101000 281048 400 910 90000 -5337 2010 0004680748 10001667
Screen shot of PO accounting entries downloaded into excel.
Purchase Order | Status| Vendor ID |Trans Type |Line |Sched |Dist| Fund | Dept |Account|Bud Ref| Class |Monetary Amount |Fiscal Year| Journal ID | Reference Reversal ID
1001000014|C 0000049778 |PO_POENC 1 1 1|01000 |Z81048 400 910| 90000 430.00 2010|0004416641
1001000014|C 0000049778 |PO_POENC 1 1|01000 |Z81048 400 910| 90000 -107.74 2010|0004416641
1001000014|C 0000049778 |PO_POENC 1 1|01000 |Z81048 400 910| 90000 107.74 2010|0004416641
1001000014 |C 0000049778 |PO_POENC 1 1|01000 |Z81048 400 910| 90000 -430.00 2010|0004416641
1001000014|C 0000049778 |PO_POENC 1 1|01000 |Z81048 400 910| 90000 107.74 2010|0004416641
1001000014|C 0000049778 |REVERSAL 1 1|01000 |Z81048 400 910| 90000 -53.87 2010|0004480239 10000423
1001000014|C 0000049778 |REVERSAL 1 1|01000 |Z81048 400 910| 90000 -53.87 2010|0004680748 10001667
0.00

Note: Agencies can close all purchase orders first then close all requisitions or close a purchase order then
close its related requisition.

e To obtain a listing of the requisitions, the agency needs to run Requisition accounting entries. There are
two ways to enter selection criteria in running Requisition accounting entries:

» 1. Enter From Requisition ID to Requisition ID.
» 2. Enter Budget Reference.

Below is the navigation to obtain the beginning requisition number for a fiscal year (from Req ID). Navigation:
Purchasing, Requisitions, Review Requisition Information, Requisitions, Enter Requisition date; e.g.

06/30/2010 to 07/01/2010, click ok.
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> CostAccounting

Requisition Inquiry

> Vendors
7 Purchasing Business Unit: 46500 | Q
= Requisitions — 1
I Reconcile Requisitions RequisitionID: | 1Q To Req: [ IQ
= Review Requisition : [ ] ioin: [
Information RRQ e - Origin: Ll
Requester: | _Q
: -wn-g-—u——-—f:f;i';”e‘:‘chE"mes Requester Name: | Q
- Document Status [Requisition Date: 0612012008 |5 To: 070112009 3]
= Change History - = ‘
- EE Journal Entries Vendor SetiD: : : Vendor Lookup
P Repoits e Vendor ID: L /@ vendor Details Vendor Name: | _Q
- &c:r_m.r_honpr}is‘ ltem SetiD: :_ | Item ID: I
= Approve ChartFields
- Stage For Loading Item Description: | [l orop Ship
- Load Requisitions | Q
- Update Drop Shipments Department: L 1
= Budget Check
~ Entry Event Request @D _cancel |
> Vendors { Requisitions \
= Purchasing

<> Requisitions
[> Reconcile Requisitions
= Review Requisition

Information Unit Requisition Status Requester Req Date Total Amt
46500 0000000856 Approved ~ ROBERTL. 06/30/2009 725.000 USD
- Accounting Entries o GONZALES
= Workbench ROBERT L.
= Document Status 46500 wmmma GONZALES el
- Change History ROBERT L.
5 F; EE :éurna] Entries 46500 m Approved GONZALES 07/01/2009 689583.300 USD
epo
. . ROBERTL.
- : ate isi 46500 0000000859 Approved GONZALES 07/01/2009 1372.800 USD

Below is the navigation to obtain the last requisition number for a fiscal year (to Req ID). Navigation:
Purchasing, Requisitions, Review Requisition Information, Requisitions, Enter Requisition date; e.g.
03/15/2010 to current date, click ok.

» Pricing Configuration Requisition Inquiry
> Customer Returns - .
> ltems Business Unit: 46500 O
> Cost Accounting e
S Requisionl: ~|Q ToReq: L
7 Purchasing Req Status: B SN Origin: LK
< Requisitions la,
b Reconcile Requisitions Requester: |
= Review Requisition Requester Name: la
Information — . - r r
e AR - el
- Accounting Enfries .
- Workbench Vendor SetiD: Vendor Looku

D) | Cancel |
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[> Pricing Configuration { Requisitions
[» Customer Returns
[ tems . Customize | Find | View All | ]
g Soslmunbnu Details Status )
endors 4 e
< Purchasing Unit Requisition Status Requester Req Date Total Amt
< Requisitions 46500 0000000931 Approved BARBARAL 03/17/2010 85.650 USD
> Reconcile Requisitions PALMIER
 Review Requisition BARBARAL.
Information 46500 0000000932 Approved PALMIER 03/17/2010 151.490 USD
ROBERTL
« Accounting Enties 46500 0000000933 Approved GONZALES 031712010 514.000 USD
- Workbench ROBERTL
- Document Status 46500 0000000934 Approved AONZALES 03/18/2010 514.000 USD
- Change History ROBERTL
- EE Journal Entries 46500 0000000935 Approved o 03/18/2010 56.000 USD
b Reports e GONZALES

Navigation: Purchasing, Requisitions, Review Requisition Information, Accounting Entries.
1.  Run Requisition accounting entries: Enter from Req ID to Req ID (best for large agencies, small agencies
can use this, t0o).

> Items
» Cost Accounting
> Vendors
7 Purchasing
< Requisitions

[ Reconcile Requisitions

< Review Requisition
Information
- Requisitions

= Accounting Entries

- Workbench
- Document Status
= Channa Hictar

Selection Criteria

| From Req:

Requisition Status:

46500 |Q

0000000857 | 4 peq: |

|
1
Q[ ] maxRows: 835300

*Accounting Line View Option:

0000000935 |Q]

Fiscal Year From/To: |

*Ledger Group: \A\PROP_P) |Q

Cancel |

Navigation: Purchasing, Requisitions, Review Requisition Information, Accounting Entries.
2. Run Requisition accounting entries: Enter Budget Reference (best for small agencies).

[» Cost Accounting
[» Vendors
7 Purchasing
= Requisitions
> Reconcile Requisitions
= Review Requisition
Information
= Requisitions
=~ Workbench
= Document Status
= Change History
- EE Journal Entries
[* Reports
- AddUpdate Requisitions
= Annrove Amounts

Cancel |

In this example, we will close the Requisition related to PO 1001000014. Below is a screen shot of the PO

Document Status that

Selection Criteria

*Business Unit: 146509 Q _ _ _
From Req: L .O‘ To Req: | .Q
Requisition Status:

Fiscal Year From/To: | | max ROWS

*Accounting Line View Option:

*Ledger Group: CPROP_P ) |Q
ChartFields

Fund Dept Account  Sub Acct _EDLC.M_P_QIE.!
1 Ja Q Q @ | Q

Oper Unit Bud Ref
Q _QQ

shows Requisition 0000006714 was sourced into PO 1001000014.
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{ PO Document Status

Business Unit: 34100 PO ID: 1001000014 Status: Pend Appr
Document Date: 08/20/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 107.74

Buyer: PHUNTSOK RAPDEN

Customize | Find | View All | # First I 1.5 o 5 L*) Last

Business

SetiD .Q[l!l— DOCID Document Type Status Document Date Vendor ID Location
34100 0000006714 REQ Approved 08/17/2009 B
34100 10000423 Voucher Posted 09/11/2009 0000049778 001 [éﬁ
34100 10001667 Voucher Posted 11/24/2009 0000049778 001 B
00000 0001844598  Payment Posted 09/23/2009 0000049778 004 B
00000 0001946879  Payment Posted 12/02/2009 0000049778 004 B

Closing a Requisition is similar to closing a Purchase Order. The following is a check list when closing
Requisitions:

e Finalize the Requisition on the Purchase Order (perform finalization before closing PO).

e Change the Requisition Accounting Date to Current Date but no later than 06/30/20XX.

e Review the Requisition Accounting Entries. The accounting entries must equal to zero.

e Proceed with the closing of the requisition through reconciliation workbench.

Review the Requisition Accounting Entries. Navigation: Purchasing, Requisitions, Review Requisition

Information, Accounting Entries. Requisition accounting entries must equal to zero.
[ Items

[> Cost Accounting Selection Criteria
[> Vendors ,34100 'O\
EhEde=i0 *Business Unit: - -

<> Requisitions . [ 1
[ Reconcile Requisitions From Req: ;000005714 - . To Req: .0000006714 .O‘

< Review Requisition o I —Q
Information Requisition Status: | |

- Ruauleh e 1 .| 300
Ll Fiscal Year From/To: | | /A Max Rows: | .

= Accounting Entries

= Workbench o 1
= Document Status *Accounting Line View Option: *Ledger Group: APROP_P 4. .o‘
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Below is a screen shot of the Requisition Accounting Entries.

Accounting Entries

Details Charffiekds | [F=»)

Requisition y,ans type  Fund Dept Account BudRef Class Monetary Closed Fiscal ;,,a1)p Tranpate Beference
D fund Account ~ BudRel Class  ,nount Value Year 22umallD IranDate oo oisalip
0000006714 REQ_PREENC 01000 281048 400 910 90000 430N 2010 0004404820 08/17/2009
0000006714 REVERSAL 01000 281048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014
0000006714 REVERSAL 01000 281048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014
0000006714 REVERSAL 01000 281048 400 910 90000 430 N 2010 0004416641 08/20/2009 1001000014
0000006714 REVERSAL 01000 281048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014
0000006714 REVERSAL 01000 281048 400 910 90000 430N 2010 0004416641 08/20/2009 1001000014

Screen shot of the Requisition Accounting Entries downloaded into excel.

Requisition ID| Trans Type | Fund | Dept |Account|Bud Ref| Class |Monetary Amount | Closed Value | Fiscal Year| Journal ID | Tran Date | Reference Reversal ID
0000006714 |REQ_PREENC |01000 |Z81048 400 910( 90000 430|N 2010|0004404820 | 8/17/2009

0000006714 |REVERSAL 01000 |Z81048 400 910| 90000 -430|N 2010|0004416641 | 8/20/2009 1001000014
0000006714 |REVERSAL 01000 |Z81048 400 910| 90000 430|N 2010|0004416641 | 8/20/2009 1001000014
0000006714 |REVERSAL 01000 |Z81048 400 910| 90000 -430|N 2010|0004416641 | 8/20/2009 1001000014
0000006714 |REVERSAL 01000 |Z81048 400 910| 90000 430|N 2010|0004416641 | 8/20/2009 1001000014
0000006714 |REVERSAL 01000 |Z81048 400 910| 90000 -430|N 2010|0004416641 | 8/20/2009 1001000014

0

Below is the navigation to reconcile requisitions. You may enter in the search criteria one purchase order.
Select the appropriate status of the requisition(s); e.g. Open & Approved. In the Sourcing: Select Complete,

click search.

[» Order Management
[> Pricing Configuration

Reconciliation WorkBench

b Customer Retumns Filter Options
b tems
[ CostAccounting Business Unit: 34100 WorkBench ID: RECON_REQ
[» Vendors -
= Purchasing Descriphion: REQ RECON WORKBENCH
< Requisitions

= Reconcile Requisitions
- Reconciliation [

Workbench
- Close Requisitions
- Reopen Requisitions
[> Review Requisition
Information
> Reports
- Add/Update Requisiions
= Approve Amounts
= Approve Charlfields
= Stage For Loading
= Load Requisitions
- Update Drop Shipments
= Budget Check
= Entry Event Request
= Purge Load Requesls
- Approval Workdflow
[» Request for Quotes
[ Procurement Contracts
[ Purchase Orders
[> Receipts
[> Return To Vendor
[ Procurement Cards
[> Supplier Schedules
[> Analyze Procurement
[ Inventory
> eProcurement
[» Services Procurement
[> Sourcing

[> Engineering

The screen shot below appears after clicking on the search button. Place a check mark on the box, click on the

close button.

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

0000006714 [|@, 0000006714 |
B |
|5 ' [

la

Requisition: To:
Req Date:

Activity Date:
Due Date: To:
Vendor ID:
Item ID:

I

Requester:

@roen  @rworovea
Cpending Appr

O Available @:omplete

[JLines Approved  [JCancelled [l Denied

[l open Pre-encumbrances
Q[ & e[ Jaf [ Ja] | Q



CustomarRelums Reconciliation Workbench

> ltems
» Cost Accounting
> Vendors Business Unit: 34100 WorkBench ID: RECON_REQ
> Purchasing .
<~ Requisitions *Description: REQ RECON WORKBENCH
< Reconcile Requisitions
- Reconciliation Select Reqs for Further Processing
Workbench : =z
- Close Reguisitions EISLOUEBINES IS -
- Reopen Requisitions RequisitionID  Doc Status Status Hold Budget Status ReqDate Last Activity Name Change Lines
I Review Requisition Order
Information . CLAUDETTE =
Sl 0000006714 [ Approved N Valid 0811772009 08/17/2009 e =l
¥selectAll ' Clear Al

Action: Approve I Unapprove[ Cancel ]

GoTo: Setfilter options View Processing Results

Save

When the screen shot below appears, make sure to use accounting date for action today’s date but no later than
06/30/20XX (once 06/30/20XX is closed use any date that is currently open). Place a check mark on the update
budget date equal to accounting date. This Requisition was qualified. If a requisition is not qualified place a
check mark on box then click on the middle arrow to qualify Requisition. Click on the yes button to proceed.

[» Customer Returns Reconciliation WorkBench
b ltems -
b Cost Accounting Processing Results
b Vendors
7 Purchasing Business Unit: 34100 WorkBench ID: RECON_REQ
< Requisitions Bessimtion:
= Reconcile Requisitions SN REQ RECON WORKBENCH
- Recondiliation -
Select Reqs for Further Processing -
- Close Requisitions Accounting Date for Action; 03/25/2010 [

- Reopen Requisiticns :
i» Review Requisition ' pdate Budget Date Equal to Accounting Date

Information i ViewAll  First Last i ViewAll  First
[ Reports R

- AddMUndate Requisiions isition ID Log B Requisition ID Line Sched DistribLine )
= Approve Amounts a (2 ' 0000006714 =

- Annaraun ChadCinlde

v Select All o Clear All

Proceed: Delete |Return to Requisition Workbench

Click on the yes button to continue.

Continue to Close Reqs (10109,5)

Yes) | N0 |

The screen shot below appears when the system is finished closing the requisition.
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Reconciliation Workbench

Business Unit: 34100 WorkBench ID: RECON_REQ
*Description: | REQRECON WORKBENCH '

Select Reqs for Further Processing

List of Requisitions Customize | Find | View All | Download  First [*J 1 or1 ¥ Last
Requisition|D  Doc Status Status  Hold Budget Status Req Date LastActivity  Name change yines

: CLAUDETTE =

[¥] 0000006714 Complete) N Valid 08/17/2009 03/25/2010 MILLER |

Once the system is done closing the requisition go back to the main menu to verify requisition budget status.
Navigation: Purchasing, Requisitions, Review Requisition Information, Document Status. Enter requisition
number, click search.

; Ee";t;’me’ Returns Requisition Document Status
> Cost Accounting Enter any information you have and click Search. Leave fields blank for a list of all values.
> Vendors
7 Purchasing - —
< Requisitions / Find an Existing Value \
[ Reconcile Requisitions
< Review Requisition — ; 1
Information Business Unitt  |= V¥ |34100 |
- Requisitions o [ . . I—I
- Accounting Entries Degusscon: | e | _0000006714 .
= Workbench Requisition Status: = vl | v
= Document Status 2 : . §
- Change History Requisition Date: | = ~ | |

Clear | Basic Search [E Save Search Criteria

The screen shot below shows the Requisition status is complete, budget status is valid, and PO 1001000014 is
complete. Verify requisition accounting entries and they must equal to zero.

> Promotions
» Customer Contracts Req DOC Status
> Order Management
> Pricing Configuration Business Unit: 34100 Req ID: 0000006714 Status: Complete
» Customer Returns
> tems Document Date: 08/17/2009 Document Type: Requisition Budget Status: Valid
» Cost Accounting
>Vendors Currency: usD Amount: 430.00
2 Purchasing
<~ Requisitions Requester: CLAUDETTE MILLER
> Reconcile Requisitions Associated Document Customize | Find | View All | B8
< Review Requisition Documents Related info | =»
Information .
- Requisitions setip Business  paep Document Type Status Document Date Vendor ID Location
- ACC ——  Unit e e e e T Locaton
Accounting Entries
- Workbench 34100 I 1001000014 PO Compl 08/20/2009 0000049778 001 B
= CU""“ a‘US | 34100 10000423 Voucher Posted 09/11/2009 0000049778 001 B
- ange History
- EE Joumal Entries 34100 10001667 Voucher Posted 11/24/2009 0000049778 001
[> Reports 00000 0001344598 Payment Posted 09/23/2009 0000049778 004
= AddUpdate Requisitions
§ Md‘;“' o::; Rem"'s‘“’"s 00000 0001346879 Payment Posted 12/02/2009 0000049778 004
= Approve CharFields
- Stage For Loading
= Load Requisitions Return to Search
~ Undate Droo Shipments S Retumto Search |

End of procedure.
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