
Purchasing (PO):   Month-end processing 
	1. 
	Sourcing – a general review of any potential error statuses 
1. Sourcing Workbench Navigation:  Purchasing( Purchase Orders( Stage/Source Requests( Sourcing Workbench
2. Search Criteria:

· Business Unit: [Your agency BU]
· Stage Status: ERROR
· Click the Search button
Sourcing – a specific search of requisitions
3. Sourcing Workbench Navigation:  Purchasing( Purchase Orders( Stage/Source Requests( Sourcing Workbench
4. Search Criteria:

· Business Unit: [Your agency BU]
· Requisition ID: [Your requisition ID]
· Click the Search button
Review Error Details
5.  Click the Sourcing Details icon  

6.  Address any errors 

Reset / Purge

7.  Reset the Stage Status on the Sourcing Details page from Error to Reset/Purge
8. Clink the Save button

9. Navigate to Manage Requisitions – Edit – Save – Submit the Requisition



	2.  
	Budgeting Errors – a general review of BU with error statuses
1. Navigation:  Purchasing( Purchase Orders( Reconcile Pos( Reconciliation Workbench
2. Search Criteria:

· Select existing or create a new Workbench ID

· Select box for Approved
· Click the Search button (this provides a list of all POs in Approved Status for that BU)
· Click the Budget Status column header to sort by budgetary status (this will bring all with error status to the top)

· Click PO link
Budgeting Errors – a specific search 

3. Navigation:  Purchasing( Purchase Orders( Review PO Information( Purchase Orders 
4. Search Criteria:

· Business Unit: 
· Purchase Order #:
· Click the Search button

· Budget Status will appear if errors exist

· Click (blue) Error Link on PO Inquiry 
· Budget Exceptions:
· No budget exists

· Exceeds budget tolerance
· Click iconView Related Links for additional budget information

· Budget Exceptions link

· Budget Inquiry link

 

	
	Requisition Reconciliation and Close Process Diagram
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	3. 
	Requisition Reconciliation and Close Process

   Navigate: Purchasing(Requisitions( Reconcile Requisitions( Reconciliation Workbench

· use the Requisition Reconciliation Workbench to preview the results of the Close Requisitions
                              process on selected transactions

· Confirm the process will produce desired results

· Run Close Requisitions process from the Requisition Reconciliation Workbench or Close Requisition page
   Navigate: Purchasing( Requisitions( Reconcile Requisitions( Close Requisitions
· 3 processing options on the Process Scheduler Request page

· Select Close Requisition SQR Report (PORQ009) to produce the Requisition    Reconciliation report
· Select Close Requisitions Application Engine process (PO_REQRCON) to run the Close Requisitions process
· Select Close Requisitions a multi-process job (PO_REQRQ) to run the Close Requisitions process and produce the Requisition Reconciliation report
 Note. If necessary, you can run the Requisition Reopen Application Engine process (PO_REQREOPN) to undo the changes made by the Close Requisitions process.


	
	Purchase Order Reconciliation and Close Process Diagram
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	4. 
	Purchase Order Reconciliation and Close Process

Close Purchase Orders process reconciles various purchase-order-related settings and statuses to change the status of applicable purchase orders to C (completed).

   Navigate: Purchasing(Purchase Orders( Reconcile PO’s( Reconciliation Workbench

· use the Purchasing Reconciliation Workbench to preview the results of the Close Purchase Order process on selected transactions
· Confirm the process will produce desired results

· Run Close Purchase Orders

   Navigate: Purchasing( Purchase Orders( Reconcile POs( Close Purchase Orders
· 3 processing options on the Process Scheduler Request page

· Select Close Purchase Order SQR Report (POPO008) to produce the Close Purchase Order report
· Select Close Purchase Orders Application Engine process (PO_PORECON) to run the Close Purchase Orders process
· Select Close Purchase Orders multi-process job (PO_POREP) to run the Close Purchase Orders process and produce the Close Purchase Order report.
Note. If necessary, you can run the Purchase Order Reopen process (PO_POREOPEN) to undo the changes made by the Close Purchase Order process.

 

	5. 
	

	6. 
	

	7. 
	


· Activity Summary
· Purchasing > Purchase Orders > Review PO Information > Activity Summary
· Document Status
· Purchasing > Purchase Orders > Review PO Information > Document Status
Available Queries:

	
	

	

	



