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PO.020.960 - Requisition Reconciliation
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

In this topic you will use the Requisition Reconciliation Workbench to analyze specific Requisitions for Canceling or Closing. This business process is a more all-encompassing process that will allow the user to control the requisitions for specific actions. 

At this end of this business process, the user should be able to analyze requisitions for specific processing needs. The selection criteria allows the user to view only those requisitions for consideration to resolve outstanding pre-encumbrance balances and reconcile any remaining amounts for accurate reflection in the commitment control ledger balances.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what the Requisition Reconciliation Workbench allows users to do.
- Identify the actions available to the user when reconciling requisitions.
- Complete requisition reconciliation.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, use the Reconciliation Workbench to close all approved and sourced requisitions and then run the reconciliation report. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000003DF] 
	Click the Purchasing link.


	2. [bookmark: ID0x000003E0] 
	Click the Requisitions link.


	3. [bookmark: ID0x000003E1] 
	Click the Reconcile Requisitions link.


	4. [bookmark: ID0x000003E2] 
	Click the Reconciliation Workbench link.


	5. [bookmark: ID0x000003E3] 
	Click the Add a New Value tab.


	6. [bookmark: ID0x000003E4] 
	Enter "REQ_RECON" in the WorkBench ID field. 

	7. [bookmark: ID0x000003E5] 
	Click the Add button.


	8. [bookmark: ID0x000003E6] 
	Click the Approved checkbox.


	9. [bookmark: ID0x000003E7] 
	Click the Source checkbox.


	10. [bookmark: ID0x000003E8] 
	Click the Search button.


	11. [bookmark: ID0x000003E9] 
	Click the Select All link.


	12. [bookmark: ID0x000003EA] 
	Click the Close button.


	13. [bookmark: ID0x000003EB] 
	View the list of Requisitions Qualified for the closure process.

	14. [bookmark: ID0x000003EC] 
	Click the Yes button.
 
This will close all Qualified Requisitions in the right hand box. If any of the qualified need to be excluded, simply use the minus (-) sign to remove prior to clicking on the Yes button.


	15. [bookmark: ID0x000003ED] 
	Click the YES button.

To confirm that you want to Close Line 2 and 3 from Requisition ID = SEC01


	16. [bookmark: ID0x000003EE] 
	Click the Save button.


	17. [bookmark: ID0x000003EF] 
	Click the Purchasing link.


	18. [bookmark: ID0x000003F0] 
	Now we plan to return to the Requisition Reconciliation in order to run our Reconciliation Report to review one particular Requisition to ensure that it closed. The report can be executed for the entire Business Unit as well.

	19. [bookmark: ID0x000003F1] 
	Click the Requisitions link.


	20. [bookmark: ID0x000003F2] 
	Click the Reconcile Requisitions link.


	21. [bookmark: ID0x000003F3] 
	Click the Close Requisitions link.


	22. [bookmark: ID0x000003F4] 
	Click the Add a New Value tab.


	23. [bookmark: ID0x000003F5] 
	Enter "CLOSE_REQS" in the Run Control ID field. 

	24. [bookmark: ID0x000003F6] 
	Click the Add button.


	25. [bookmark: ID0x000003F7] 
	Typically, you would run the Close Requisition process for the entire business unit. However, we are selecting to execute the run option for one Document to review one particular Requisition.

	26. [bookmark: ID0x000003F8] 
	Click the 1 Document list item.


	27. [bookmark: ID0x000003F9] 
	Enter "36000" in the Business Unit field. 

	28. [bookmark: ID0x000003FA] 
	Enter "SEC01" in the Requisition ID field. 

	29. [bookmark: ID0x000003FB] 
	Click the Run button.


	30. [bookmark: ID0x000003FC] 
	Click the Run button.


	31. [bookmark: ID0x000003FD] 
	Click the Close Requisition PO_REQRQ (PSJob) checkbox.


	32. [bookmark: ID0x000003FE] 
	Click the OK button.


	33. [bookmark: ID0x000003FF] 
	Click the Process Monitor link.


	34. [bookmark: ID0x00000400] 
	Click the Refresh button.


	35. [bookmark: ID0x00000401] 
	Click the Process Name link.


	36. [bookmark: ID0x00000402] 
	Click the 5020 - PORQ009 Success link.


	37. [bookmark: ID0x00000403] 
	Click the View Log/Trace link.


	38. [bookmark: ID0x00000404] 
	Click the porq009_5020.PDF link.


	39. [bookmark: ID0x00000405] 
	Maximize page using the plus (+) sign to increase page visibility


	40. [bookmark: ID0x00000406] 
	Congratulations. You have just completed the Requisition Reconciliation topic. Below is a summary of the key concepts of this topic:

- This process examined the use of the Requisition Reconciliation Workbench, which allows the user to analyze requisitions for specific actions to be taken. This results in the resolution of outstanding requisitions. 
- The Actions available to the user is to Cancel or Close Requisitions. 
- Requisitions either singularly or multiples can be processed via the workbench. 
- Running the PORQ009 Requisition Reconciliation Report separately will provide a listing of the Requisitions and their specific statuses once the Cancel or Close is executed.
End of Procedure.
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