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PO.020.280 - Using PO Reconciliation Workbench

	1.  
	Click the Purchasing link.
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	2.  
	Click the Purchase Orders link.

	3.  
	Click on the Reconcile POs link.
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	4.  
	Click the Reconciliation Workbench link.
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	5.  
	Click the Search (Alt+1) button.
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	6.  
	Use the Filter Options page to select attributes to search for purchase orders.

	7.  
	Click the vertical scrollbar.

	8.  
	You can enter multiple ChartField combinations as search criteria. For example, you can search for purchase orders in GL Unit (PeopleSoft general ledger business unit) US001 and Account 50000, as well as US005 and Account 1200.

	9.  
	Click the Search button, and the system retrieves the selected information that matches the selection criteria and displays it on the Purchase Order Reconciliation Workbench page. 

Click the Search button.
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	10.  
	Use the Reconciliation Workbench page to analyze, dispatch, unapprove, cancel, close, print, or preview purchase orders.

	11.  
	Click the purchase order number link to access the purchase order inquiry for that purchase order number.

	12.  
	Click the Document Status button for the selected purchase order to access the purchase order Document Status page for the purchase order in a new window. 

	13.  
	Click the Set filter options link to access the Filter Options page, and enter selection criteria for a new subset of purchase orders to review, modify, or take action on. 

	14.  
	Click the horizontal scrollbar.
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	15.  
	Click the Lines button to view the lines associated with the selected purchase order.

	16.  
	Click the horizontal scrollbar.
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	17.  
	Click the Other tab.
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	18.  
	Click the horizontal scrollbar.
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	19.  
	Click the Go To PO Activity Summary button for the selected purchase order to access the Activity Summary inquiry page in a new window.

	20.  
	Click the Edit the PO button to access the Maintain Purchase Orders component in a new window, so that you can edit the purchase order.

	21.  
	Click the horizontal scrollbar.
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	22.  
	Click the Detail tab.
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	23.  
	Click the Purchase Order checkbox.
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	24.  
	The Approve action is not allowed from the workbench.

	25.  
	Click the Unapprove button to change the status of the selected purchase orders from Pending to Open.

	26.  
	Click the Close button to close the selected purchase orders to further processing. You can override unqualified purchase orders and make them available for closing by selecting the purchase order IDs then selecting the arrow between the Not Qualified and Qualified lists and select the Yes button to proceed. 

NOTE: It is important to remember that, after closing POs, the batch budget check process must be run in order to actually liquidate any remaining encumbrance balance on the closed POs.

	27.  
	Click the Dispatch button to dispatch the selected purchase orders, including all lines on the purchase order. Only purchase orders with approved or pending cancel statuses can be dispatched. If commitment control is enabled, the purchase order must also have a valid budget check status before it can be dispatched. 

Process Request Options must be established for the workbench before you will be able to dispatch the selected purchase orders.

	28.  
	Click the Process Request Options link to access the Process Request Options page. Use this page to define process request options for use by the dispatch process.

	29.  
	Click the Preview button to preview the selected purchase orders.

	30.  
	Click the Cancel button to cancel the selected purchase orders. When you cancel a purchase order that is in a Dispatched status, the status changes to Pend Cncl (pending cancel). 

When canceling purchase orders, the system does not create change orders.

Click the Cancel button.
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	31.  
	The system reviews the documents for the action taken on the Reconciliation Workbench page and determines whether the purchase orders are qualified for that action.

	32.  
	If some of the selected purchase orders are not qualified for the action, you can select the purchase orders and the '>' icon between the lists to override their status and qualify them for the action. 

	33.  
	Click the Log button to access the log for the selected nonqualified purchase order. The log states why the purchase order was not qualified for the previous processing action.

	34.  
	When canceling purchase orders that are sourced from requisitions, select the Re-source Requisition? check box to transfer the purchase order quantities to the original requisition. This enables you to source the original requisition again.

	35.  
	The date in the Accounting Date for Action field is used to determine the open period or allowable open date range for budget checking a purchase order when you are using commitment control. 

In addition, whether you are using commitment control or not the system updates the accounting dates with this date for the purchase orders being closed or canceled using the purchase order Reconciliation Workbench.

NOTE: The "Update Budget Date Equal to Accounting Date" checkbox should NOT be selected when running any process on the workbench. 

	36.  
	Click the Delete Row button to remove qualified purchase orders from being sent for further processing.

	37.  
	Click the Delete button to cancel the processing.

	38.  
	Click the Yes button to proceed with the processing on the qualified purchase orders. The system prompts you to confirm this selection. 

Click the Yes button.
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	39.  
	Click the Yes button.
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	40.  
	Click the Process Monitor link to access the Process Monitor page, where you can view the status of purchase orders that you submitted to dispatch or preview.

	41.  
	Click the View Processing Results link to access the Processing Results page, where you can view the results of the actions that you have performed.

	42.  
	Click the Save button to save the search criteria that generated the list of purchase orders on the Reconciliation Workbench page

	43.  
	Congratulations. You have just completed the Using PO Reconciliation Workbench topic. Below is a summary of the key concepts of this topic:

- The PO Reconciliation Workbench has search criteria that allow you to search for specific Purchase Orders. 

- The PO Reconciliation Workbench allows you to take the following actions on a Purchase Order: analyze, dispatch, unapprove, cancel, close, and print. 

- The PO Reconciliation Workbench reviews actions taken on a PO to determine whether the PO is qualified for that action. 

- The PO Reconciliation Workbench provides a link to view the results of actions taken on a PO. 

End of Procedure.
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