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PO.020.390 - Running PO Close Process

	1.  
	Begin by navigating to the Close PO page.

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

	3.  
	Typically the Reconciliation Workbench is used in conjunction with the Close Purchase order Processing. Please refer to business process PO.020.280. The workbench is a more comprehensive search engine to validate any/all PO meeting specific criteria for further actions. These actions include Approve and Unapprove, Cancel, Close, Dispatch and Preview. 

Furthermore, because the workflow is incorporated into the procurement process, the actual approve and unapprove is not an appropriate action. Workflow processing handles the approval processes and notifications.

	4.  
	Click the Close Purchase Orders link.
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	5.  
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.

	6.  
	You can run this process by searching for an existing Run Control ID or you can add a new value. Creating a Run Control ID that is relevant to the process may help you remember it for future use.

Click the Add a New Value tab.

	7.  
	Enter a valid value e.g. "CLOSE_PO" in the Run Control ID field. 

	8.  
	Click the Add button.
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	9.  
	Use the Close PO page to run the PO RECON process and produce the Purchase Order Reconciliation report.

	10.  
	The value in the PO Post Run Option field determines which purchase orders are selected for the PO RECON process. Values are:

- 1 Bus Unit: Reconciles all purchase orders within a single business unit. If you select this value, you may enter business unit and ChartField criteria. 

- 1 Document: Reconciles a single purchase order within a single business unit. If you select this value, you may enter business unit, purchase order, and ChartField criteria. 

- All BUs: Reconciles all purchase orders within all business units. If you select this value, all other fields on the page are unavailable for entry.

	11.  
	Enter a valid value e.g. "US001" in the Business Unit field. 

	12.  
	Use the ChartField Criteria group box to select purchase orders for processing based on ChartField values. This option is useful if you are using commitment control and want to process purchase orders based on ChartField values. 

	13.  
	Enter a valid value e.g. "US001" in the GL Unit field. 

	14.  
	The Accounting Date for Action field displays the date used to determine the open period or allowable open date range for budget checking a purchase order when you are using commitment control. 

The system updates the accounting date with this date for the purchase orders closed by the reconciliation process, regardless of whether commitment control is used.

	15.  
	Click the Run button.
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	16.  
	Use the Process Scheduler Request page to enter or update parameters, such as process output format.

	17.  
	Select the Close Purchase Order process to run this process to close POs. 

You do not have to select Server Name as it is automatically chosen based on system efficiency.

Note: The PO_POREP (PSJob) will run the PO Close process and produce a report showing the POs closed simultaneously. If you select the POPO008 (SQR Report), this option will only produce a report showing the last batch of PO IDs closed.

Click the Select checkbox.
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	18.  
	Click the Ok (Enter) button.
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	19.  
	Notice the Process Instance number appears. This number helps you identify the process you have run when you check the status.

Click the Process Monitor link.
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	20.  
	Use the Process List page to view the status of submitted process requests.

	21.  
	The current status of the process is Queued. The process is finished when the status is Success. Continue to click the Refresh button until the status is Success.

Click the Refresh button.
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	22.  
	The Run Status is now 'Success'.

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.

	23.  
	Congratulations. You have just completed the Running PO Close Process topic. Below is a summary of the key concepts of this topic:

- Once a Purchase Order no longer needs to be modified and has been dispatched and received, it must be reconciled and closed.

- Purchase Orders must be closed in order to be posted and archived.

- Purchase Orders in Open or Approved status may be reconciled and closed if certain criteria apply.

- Purchase Orders in Initial, Pending Approval, or Completed status cannot be reconciled or closed.

- Purchase Orders that have been closed are in Completed status. 

- The PO Reconcile process can be run for an entire Business Unit, a single Purchase Order, or for all PO’s in all Business Units.

- The Accounting Date associated with the PO Reconcile process is used to determine the open period or allowable open date range for budget checking a Purchase Order.

The Reconciliation workbench is a better processing tool to review all criteria specific POs for processing including PO Close. Also see BP #PO.020.280 - Using PO Reconciliation Workbench - BOR.

End of Procedure.
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