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EP.020.710 - Running Requisition Closing Process

Trigger:

Concept

This topic demonstrates how to close Requisitions. The Close Requisitions process is used to close Requisitions that are fully canceled or fully sourced and no longer need to be modified. When this process is run, the Requisition status changes to C (Completed). Once Requisitions are in Completed status, they no longer appear in your list of available Requisitions when you access Requisition pages, or many other situations where available options have been set to exclude Requisitions in Completed or Canceled status. Removing these Requisitions improves system performance and decreases the time required to find Requisitions you must modify.

The Close Requisitions process also enables Commitment Control to liquidate pre-encumbrance budget amounts for outstanding Requisitions. 

The Close Requisition process is optional but should be run at the end of each month to improve the efficiency of the Requisition process. You can schedule the process to run using the PeopleSoft Process Scheduler, or run it manually through the Close Requisitions page. 

Topic Objectives:
Upon completion of this topic, you will be able to:

- Identify when Requisitions are eligible for the Close Requisitions process.

- Identify the Requisition status after the Close Requisitions process has been run.

- Explain the effect of the Close Requisition process.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

In the following scenario, you will run the Close Requisitions process for Business Unit 27000. You will then view all the Requisitions that have been closed through this process and see that they are in Completed status. 

	Step
	Action

	1.  
	Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Reconcile Requisitions link.
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	4.  
	Typically, the Close Requisition menu option is used for batch scheduling to close Requisitions. The Reconciliation Workbench is used to execute real-time processing. Additionally, another role (such as a staff Accountant) may be responsible for monthly or yearly reconciliations. The major benefit to periodically close Requisitions as a part of reconciliation processing is to ensure pre-encumbered amounts are correctly stated and that any fully sourced and processed Requisition lines are closed. This helps to ensure duplicate sourcing is not done in error for closed Requisitions. 

In order to Reconcile Requisitions, BP# PO.020.130 Inquire Requisition Workbench should be used in conjunction with this BP. The Reconciliation Workbench identifies specific requisitions that are 'Qualified' for Closing. Then the Close Requisitions process can be executed via the workbench or the separate menu option Close Requisition (notice at right of the Reconciliation workbench). 

	5.  
	Click the Close Requisitions button.
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	6.  
	Click the Add a New Value tab.
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	7.  
	Enter "REQ_RECON" in the Run Control ID field. 

	8.  
	Click the Add button.
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	9.  
	Click the Requisition Run Option list.
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	10.  
	Click the 1 Bus Unit list item.
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	11.  
	Enter "27000" in the Business Unit field. 

	12.  
	Click the Collapse (Ctrl+Y) Menu button.
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	13.  
	Click the Run button.
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	14.  
	Click the Process List checkbox.
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	15.  
	Click the OK button.
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	16.  
	Click the Process Monitor link.
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	17.  
	Click the Refresh button.
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	18.  
	Click the PO_REQRQ link.
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	19.  
	Click the PORQ009 Success link.
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	20.  
	Click the View Log/Trace link.
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	21.  
	Click the URL link to view the process results.
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	22.  
	Click the Close button.
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	23.  
	Click the OK button.
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	24.  
	Click the Return button.
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	25.  
	Click the Go back to Close Requisition link.

[image: image22.png]Go backto Close Requisitions





	26.  
	Congratulations. You have just completed the Running Requisition Close Process topic. Below is a summary of the key concepts of this topic:

- The Requisition Close topic closes requisitions that have been fully canceled or fully sourced and no longer need to be updated. 

- Typically, the Requisition Reconciliation Workbench is used in conjunction with Requisition Closing Process to assist in the specific identification of qualified Requisitions that are for closing. 

- The effect of the Requisition Close process is that the closed Requisitions no longer appear as available when you access Requisition pages, or other situations where available options have been set to exclude Complete or Canceled status.

- The Requisition Reconciliation process improves system performance.

- The Requisition Reconciliation process is optional but should be run at the end of each month.

- The Requisition Reconciliation process enables Commitment Control to liquidate pre-encumbrance budget amounts for outstanding Requisitions. 

End of Procedure.
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