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AP.020.320 Closing Voucher Contracts
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic discusses how to Close a Voucher Contract. You can close voucher contracts on the Contract Header page by changing the voucher contract status to Closed and saving the record. You cannot set the status to Closed or Canceled if there are open lines or staged releases against the contract.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Voucher Contract Component.
- Identify voucher contracts eligible for close.
- Close a voucher contract.



	Assumptions

	




	Dependencies/Constraints

	*  You cannot set the status to Closed or Canceled if there are open lines or staged releases against the contract.  If a contract's status is returned to Open, you cannot use purchase orders that reference the contract until the contract is approved again.  When vouchers exist for a contract and the contract is closed, all vouchers eligible for closure are also closed.

*  User Preferences are required for Contract Processing.



Additional Information




Procedure

In this topic, you will close the voucher contract you recently created for laptops for the vendor Dell Computers.

	Step
	Action

	1. [bookmark: ID0x000006DB] 
	Click the Purchasing link.


	2. [bookmark: ID0x000006DC] 
	Click the Procurement Contracts link.

	3. [bookmark: ID0x000006DD] 
	Click the Add/Update Contracts link.

	4. [bookmark: ID0x0000036E] 
	Click the Find an Existing Value tab.


	5. [bookmark: ID0x0000036F] 
	Click the Search button.


	6. [bookmark: ID0x00000370] 
	Click an entry in the Contract ID column.


	7. [bookmark: ID0x00000371] 
	Click the Review Releases tab.


	8. [bookmark: ID0x00000372] 
	Click the Delete button.


	9. [bookmark: ID0x00000373] 
	Click the Yes button.


	10. [bookmark: ID0x00000374] 
	Click the Save button.


	11. [bookmark: ID0x00000375] 
	Click the Contract tab.


	12. [bookmark: ID0x00000376] 
	Click the Status list.


	13. [bookmark: ID0x00000377] 
	Click the Closed list item.


	14. [bookmark: ID0x00000378] 
	Click the vertical scrollbar.

	15. [bookmark: ID0x00000379] 
	Click the Save button.


	16. [bookmark: ID0x0000037A] 
	End of Procedure.
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