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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 should be run at the end of each month to improve the efficiency of the Requisition process. 

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

	The Close Requisitions process closes a requisition if either of the following is true:
• The requisition status is Canceled and the last activity date is less than or equal to the current date minus the close days.
• The requisition has been sourced to a purchase order, the purchase order status is Completed, and the last activity date is less than or equal to the current date minus the close days.






Additional Information

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. 
You may choose to run the Close Purchase Order process prior to running the Close Requisitions process, as the purchase order associated to a requisition must first be closed before the requisition is eligible for closure.

Procedure
[bookmark: _GoBack]
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. [bookmark: ID0x000001D1] 
	From the Navigator menu, click the Purchasing link.


	2. [bookmark: ID0x000001D2] 
	Click the Requisitions link.


	3. [bookmark: ID0x000001D3] 
	Click the Reconcile Requisitions link.


	4. [bookmark: ID0x000001D5] 
	Click the Close Requisitions button.


	5. [bookmark: ID0x000001D6] 
	On the Close Requisitions page, click the Add a New Value tab.


	6. [bookmark: ID0x000001D7] 
	Type a Run Control ID name in the Run Control ID field.  This should be a unique value that you will select when running the Close Requisitions process from this point forward (ex. “Req_RECON”). 


	7. [bookmark: ID0x000001D8] 
	Click the Add button.


	8. [bookmark: ID0x000001D9] 
	Let’s discuss the options on the Close Requisitions Run Control page:

In the Process Request Parameters box:
· Requisition Run Option:
· 1 Bus Unit (will run the process for the entire business unit)
· 1 Document (will open the Requisition ID field and run the process for the Requisition ID that you specify)
· Business Unit
· Requisition ID (field will open if ‘1 Document’ is specified in the Requisition Run Option drop down)

Use the ChartField Criteria section to select requisitions for processing based on ChartField values.  This section is optional and does not have to be populated.

The date entered in the Accounting Date for Action field is used by the system to update the accounting date for the requisitions that are closed by the process. 

Alternatively, you may choose to check the Use Current Date as Acct. Date box instead of entering a date in the accounting date for action box, if desired.


	9. 
	Select a Requisition Run Option.

	10. [bookmark: ID0x000001DB] 
	Enter your Business Unit in the Business Unit field. 

If you selected ‘1 Document’ for the Requisition Run Option, enter the Requisition ID into the Requisition ID field.


	11. 
	Click the Save button.


	12. [bookmark: ID0x000001DD] 
	Click the Run button.


	13. [bookmark: ID0x000001DE] 
	The Process Schedule Request box opens.  Click the checkbox for the Close Requisitions – PO_REQRQ, PS Job option.

This option runs the Close Requisitions process as well as the Close Requisitions Report in one process.

Click the OK button.  The Process Schedule Request box will close.


	14. [bookmark: ID0x000001E0] 
	Click the Process Monitor link.


	15. [bookmark: ID0x000001E1] 
	Find the process named PO_REQRQ in the Process List section.  Click the Refresh button sporadically until the Run Status updates to Success and the Distribution Status updates to Posted.

If the Run Status updates to No Success, please contact the ITS Helpdesk for assistance.


	16. [bookmark: ID0x000001E2] 
	In order to view the Close Requisitions report, Click the PO_REQRQ link in the Process Name column.


	17. [bookmark: ID0x000001E3] 
	Click the xxxxxx - PORQ009 Success link (where xxxxxxx are numbers).


	18. [bookmark: ID0x000001E4] 
	Click the View Log/Trace link.


	19. [bookmark: ID0x000001E5] 
	Click the PDF URL link to view the report.


	20. [bookmark: ID0x000001E6] 
	When ready, close the report.


	21. [bookmark: ID0x000001E8] 
	Click the Return button.


	22. 
	Click the OK or Cancel button.


	23. [bookmark: ID0x000001E9] 
	Click the Go back to Close Requisition link or navigate to another page if desired.


	24. [bookmark: ID0x000001EA] 
	Congratulations. You have just completed the Running Close Requisitions 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 enables Commitment Control to liquidate pre-encumbrance budget amounts for outstanding Requisitions. 
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