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PO.020.480 - Finalizing a Requisition
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This process demonstrates how to finalize a requisition. This process should be followed when a requisition exists with items that will not be sourced to a purchase order, therefore, leaving a remaining pre-encumbrance outstanding. The remaining pre-encumbrance will be relieved by selecting the finalize button on a purchase order associated with the requisition.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain the purpose of finalizing a Requisition.
- Identify the Budget Status required in order to finalize a Requisition.
- Finalize a PO for a Requisition.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this scenario, a requisition exists for a quantity of four boxes of copy paper. The total pre-encumbrance is $400.00. A purchase order will be created and sourced for 3 of the 4 boxes, leaving 1 box or $100.00 to be finalized.

	Step
	Action

	1. [bookmark: ID0x0000028D] 
	Click the Purchasing link.


	2. [bookmark: ID0x0000028E] 
	Click the Requisitions link.

	3. [bookmark: ID0x0000028F] 
	Click the Add/Update Requisitions link.

	4. [bookmark: ID0x00000290] 
	Click the Find an Existing Value tab.


	5. [bookmark: ID0x00000291] 
	Enter "0000000016" in the Requisition ID field. 

	6. [bookmark: ID0x00000292] 
	Click the Search button.


	7. [bookmark: ID0x00000293] 
	Click the Go to list.


	8. [bookmark: ID0x00000294] 
	Click the 04-Budget Status list item.


	9. [bookmark: ID0x00000295] 
	Click the Go To Activity Log link.


	10. [bookmark: ID0x00000296] 
	Click the Add a New Value tab.


	11. [bookmark: ID0x00000297] 
	Enter "REQINQ" in the Inquiry Name field. 

Press [Enter] to continue

	12. [bookmark: ID0x00000298] 
	Click the Add button.


	13. [bookmark: ID0x00000299] 
	Enter "REQUISITION INQUIRY" in the Description field. 

	14. [bookmark: ID0x0000029A] 
	Click the Look up Transaction Type (Alt+5) button.


	15. [bookmark: ID0x0000029B] 
	Click an entry in the Source Transaction Type column.


	16. [bookmark: ID0x0000029C] 
	Click the Look up Ledger Group (Alt+5) button.


	17. [bookmark: ID0x0000029D] 
	Click an entry in the Ledger Group column.


	18. [bookmark: ID0x0000029E] 
	Enter "98000" in the Application Business Unit field. 

	19. [bookmark: ID0x0000029F] 
	Enter "0000000016" in the Requisition ID From field. 

	20. [bookmark: ID0x000002A0] 
	Click the Search button.


	21. [bookmark: ID0x000002A1] 
	Click the Collapse Menu button.


	22. [bookmark: ID0x000002A2] 
	Click the Amounts tab.


	23. [bookmark: ID0x000002A3] 
	Note that the total pre-encumbrance on the requisition is $400.00 and the original quantity is 4.

	24. [bookmark: ID0x000002A4] 
	Click the Expand (Ctrl+Y) Menu button.


	25. [bookmark: ID0x000002A5] 
	Click the Purchase Orders link.


	26. [bookmark: ID0x000002A6] 
	Click the Cancel button.


	27. [bookmark: ID0x000002A7] 
	Click the Add/Update Express POs link.


	28. [bookmark: ID0x000002A8] 
	Click the Add button.


	29. [bookmark: ID0x000002A9] 
	Enter "0000005439" in the Vendor ID field. 

	30. [bookmark: ID0x000002AA] 
	Click the Copy From list.


	31. [bookmark: ID0x000002AB] 
	Click the Requisition list item.


	32. [bookmark: ID0x000002AC] 
	Enter "0000000016" in the Requisition ID field. 

	33. [bookmark: ID0x000002AD] 
	Click the Search button.


	34. [bookmark: ID0x000002AE] 
	Click the Select checkbox.


	35. [bookmark: ID0x000002AF] 
	Click the Copy To PO button.


	36. [bookmark: ID0x000002B0] 
	Enter "3" in the PO Qty field. 

	37. [bookmark: ID0x000002B1] 
	Click the Save button.


	38. [bookmark: ID0x000002B2] 
	The purchase order must be in Approved status prior to finalizing or budget checking the purchase order.

	39. [bookmark: ID0x000002B3] 
	Click the Finalize Document button.


	40. [bookmark: ID0x000002B4] 
	Click the Yes button.


	41. [bookmark: ID0x000002B5] 
	Click the Budget Check button.


	42. [bookmark: ID0x000002B6] 
	Click the Go to list.


	43. [bookmark: ID0x000002B7] 
	Click the 16-Budget Status-Prorated list item.


	44. [bookmark: ID0x000002B8] 
	Click the Go To Activity Log link.


	45. [bookmark: ID0x000002B9] 
	Click the Add a New Value tab.


	46. [bookmark: ID0x000002BA] 
	Enter "POINQ" in the Inquiry Name field. 

	47. [bookmark: ID0x000002BB] 
	Click the Add button.


	48. [bookmark: ID0x000002BC] 
	Enter "PO INQUIRY" in the Description field. 

	49. [bookmark: ID0x000002BD] 
	Click the Look up Transaction Type (Alt+5) button.


	50. [bookmark: ID0x000002BE] 
	Click an entry in the Source Transaction Type column.


	51. [bookmark: ID0x000002BF] 
	Click the Look up Ledger Group (Alt+5) button.


	52. [bookmark: ID0x000002C0] 
	Click an entry in the Ledger Group column.


	53. [bookmark: ID0x000002C1] 
	Enter "98000" in the Application Business Unit field. 

	54. [bookmark: ID0x000002C2] 
	Enter "0000002854" in the Purchase Order From field. 

	55. [bookmark: ID0x000002C4] 
	Click the Search button.


	56. [bookmark: ID0x000002C5] 
	Click the Collapse Menu button.


	57. [bookmark: ID0x000002C6] 
	Click the Amounts tab.


	58. [bookmark: ID0x000002C7] 
	The Commitment Control Activity Log for the purchase order shows the original pre-encumbrance of $400.00 being relieved (from the requisition) and $300.00 being encumbered on the purchase order.

Note that the $100.00 difference, once budget checked, was returned to the Approp budget for the specified chartstring.

Now, you will navigate back to the requisition to confirm the original pre-encumbrance amount was $400.00.

	59. [bookmark: ID0x000002C8] 
	Click the Expand (Ctrl+Y) Menu button.


	60. [bookmark: ID0x000002C9] 
	Click the vertical scrollbar.

	61. [bookmark: ID0x000002CA] 
	Click the Requisitions link.


	62. [bookmark: ID0x000002CB] 
	Click the Cancel button.


	63. [bookmark: ID0x000002CC] 
	Click the Add/Update Requisitions link.


	64. [bookmark: ID0x000002CD] 
	Click the Find an Existing Value tab.


	65. [bookmark: ID0x000002CE] 
	Enter "0000000016" in the Requisition ID field. 

	66. [bookmark: ID0x000002CF] 
	Click the Search button.


	67. [bookmark: ID0x000002D0] 
	Click the Go to list.


	68. [bookmark: ID0x000002D1] 
	Click the 04-Budget Status list item.


	69. [bookmark: ID0x000002D2] 
	Click the Go To Activity Log link.


	70. [bookmark: ID0x000002D3] 
	Enter "REQ" in the begins with field. 

	71. [bookmark: ID0x000002D4] 
	Click the Search button.


	72. [bookmark: ID0x000002D5] 
	Click an entry in the Inquiry Name column.


	73. [bookmark: ID0x000002D6] 
	Click the Search button.


	74. [bookmark: ID0x000002D7] 
	Click the Collapse button.


	75. [bookmark: ID0x000002D8] 
	Click the Amounts tab.


	76. [bookmark: ID0x000002D9] 
	As you can see, the original pre-encumbered amount for this requisition is $400.00, $300.00 of which has been encumbered on the purchase order and $100.00 returned to the Approp budget by finalizing the purchase order.

	77. [bookmark: ID0x000002DA] 
	Congratulations. You have just completed the Finalizing a PO for a Requisition topic. Below is a summary of the key concepts of this topic:

- The purpose of finalizing a Requisition is to make it unavailable for further sourcing into a Purchase Order.
- A Requisition can be finalized when all the Purchase Orders for the requisition have a Budget Status of Valid.
End of Procedure.
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