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AP.020.110 Closing a Voucher (8.9)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to close a v8.9 voucher. You close vouchers when you want the remaining liability to be "written off" the vendor balance and the voucher to be considered complete. For example, say you have items in dispute and you and the vendor have agreed that you will not make a payment on these items. You can then close the voucher to credit the expense accounts and debit the liability accounts for the portion of the voucher that remains unpaid. 

Note: For closing of v7.5 vouchers, refer to Business Process AP.020.111

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain the concept of closing a voucher.
- Describe the accounting affect of closing a voucher.
- Select a voucher eligible for closure.



	Assumptions

	




	Dependencies/Constraints

	Only vouchers entered in v8.9 will be available for closure.  Upgraded vouchers cannot be closed and are covered in Business Process AP.020.111 since a functional work around will be required to relieve the liability of these vouchers.

To close a voucher, the voucher must be:
• Posted
• Not selected for payment

If a payment has been made then it must be 'Cancelled' before the Voucher can be closed.

If the voucher's status is unposted, the voucher should be deleted instead.

After closing, the voucher must be posted in order for the vendor balance to be updated.  Budget Processing will be automatically invoked by the system when you run voucher post.



Additional Information




Procedure

In this topic, your vendor, Dell Computer Corporation, has canceled the rest of the order due to a delayed shipment. You now need to mark the voucher for closure.

	Step
	Action

	1. [bookmark: ID0x000008D7] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x000008D8] 
	Click the Vouchers link.


	3. [bookmark: ID0x000008D9] 
	Click the Add/Update link.


	4. [bookmark: ID0x000008DA] 
	Click the Close Voucher link.

	5. [bookmark: ID0x000008DB] 
	Click in the Voucher ID field.


	6. [bookmark: ID0x000008DC] 
	Enter "00095450" in the Voucher ID field. 

	7. [bookmark: ID0x000008DD] 
	Click the Search button.


	8. [bookmark: ID0x000008DE] 
	Use the Close Voucher page to mark a voucher for closure by the Voucher Posting process. You can close vouchers associated with POs or not associated with POs.

	9. [bookmark: ID0x000008DF] 
	The Manual Close Date should be within the current open period. Enter the date on which you wish the expense to be credited and the liability debited.

	10. [bookmark: ID0x000008E0] 
	Click the Mark Voucher for Closure checkbox.
If the voucher was upgraded from v7.5, a message will be displayed and the close voucher process will not be allowed. Refer to the Closing a Voucher (7.5) business process to close the voucher.


	11. [bookmark: ID0x000008E1] 
	If the voucher is a direct voucher, no further change is needed and the close voucher page is ready to save. If the voucher is a PO voucher, the system displays a message regarding reversing encumbrances. 

	12. [bookmark: ID0x000008E2] 
	Click the Yes button.
When you select Yes to restore the encumbrance, the system determines if the purchase order linked to the voucher is reconciled. 


	13. [bookmark: ID0x000008E3] 
	Click the Restore Encumbrance checkbox.

If the PO is in a "D" (dispatched) status, you can restore the encumbrance to the PO(s) by selecting the Select All or Restore Encumbrance check box for the PO encumbrances you wish to restore. 

If the purchase order is reconciled, the PO Voucher Close feature prevents you from reopening the purchase order and restoring the encumbrance; the system liquidates only the remaining liability on the PO voucher. 


	14. [bookmark: ID0x000008E4] 
	Click the OK button.


	15. [bookmark: ID0x000008E5] 
	Click the Save button.
Saving a voucher marked for closure is irreversible; you cannot undo this action. You should carefully review all vouchers marked for closure before saving.


	16. [bookmark: ID0x000008E6] 
	Note: Once you mark a voucher for closure and save the voucher, you must run the Voucher Posting process to create the closure accounting entries and activate the Commitment Control process.

	17. [bookmark: ID0x000008E7] 
	End of Procedure.
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