Finalizing a PO with a PO Voucher
To review the status of a PO, run the PO Status Report:

Select search by “Purchase Order,” enter the PO number, and click “Search.” 
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If the same PO number is under two different business units, select the correct PO.

[image: image2.png]search:

____®
'y Favortes
| Business Frocesses
st Repors

voL

vap

o

T

 BUDGET
b AFR

elete Run Control ID
> Computer Operations
b Employee Self-Service
b vendors
b Purchasing
1 Accounts Payabile
> Asset Management
> Commitment Control

&

PO Status Report
Enter any informatian you have and click Search. Leave fields blank fr a st af al values.

Find an Existing Value

Search by: |Purchase Order | begins with 0000011500

search | agvanced Search

Search Results

[0 12wz 3]
IPurchase Order Bus urchase Order urchase Order Reference Vendor ID

0000011500 00730 0912072008 (blank) 0000000454
0000011500 1§ 00759 0211412008 (blank) 0000009006




The “Detail” report shows all of the vouchers for each PO line.  The “Summary” report is summarized by PO line without voucher information.  Click “View Report.” 
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The PO Status Report will appear in a new window.  
In the example below, the requisition pre-encumbrance is liquidated ($0), the total PO encumbrance is $2,593.75, and nothing has been expended (budget checked) on a PO voucher.
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If you want to print the PO Status Report after it opens, select File and then Page Setup.
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Under Page Setup, change the Orientation to Landscape.
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You are now ready to print.
Suppose that you need to pay $2,500 on PO line 1 of the above PO.  You should create the PO voucher by typing in the PO unit (00730) and the purchase order (0000011500) in the Invoice Information page of the voucher and clicking “Copy PO.”

[image: image7.png]Tnvoice Information _UHS Data Line | Payments  Voucher Afiributes ) Accounting Information ) Docurments | )

Style: Regular  Entry Status: Open Comments L=

Unit: 00730 Voucher ID:

NEXT Budget Status: NotChkd __Post Status: _Unposted

POUNG 00730 | QL) Purchase Order

Coonoriano X comeo | workshoet copyopton [Nore |




All of the PO lines and amounts will copy into the PO voucher.  Do not use the SpeedChart to enter cost centers on a PO voucher, because the PO will become disconnected from the PO voucher and the PO encumbrance will not be released.
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Since you only need to pay line 1 for $2,500, change the amount on line 1 to $2,500 and change the amount on line 2 to $0 (do not delete line 2).  You also need to change the Invoice Total to $2,500.  Do not delete any of the lines on the PO voucher.
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When you budget check the PO voucher, the PO encumbrance is reduced by the amount of the voucher.  If you run the PO Status Report for this PO, you will see that $2,500 has moved from the Encumbrance to the Expended column on PO line 1.  The PO voucher that was budget checked (00594911) is also listed on the report.
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Suppose that now you need to pay PO line 2 for the full amount ($70.19).  You would create a PO voucher in the same way as before by entering the PO unit and purchase order number on the Invoice Information page and clicking “Copy PO.”
On Invoice Lines, enter zero for the Extended Amt of line 1 since you are not paying line 1.  (Notice that the PO is distributed by amount, instead of by quantity.  When changing the Extended Amt directly, you will need to change the Dist by to “Amt.”)
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When the voucher above is budget checked, the PO encumbrance is released on line 2.
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Now suppose that you need to release the remaining encumbrance on line 1 ($23.56).  You could finalize either one of the previous vouchers, since both vouchers contained all PO lines.  It does not matter if you finalize the voucher before or after it is posted.
To finalize all of the lines on a PO, select the finalize button at the top of the Invoice Information page.
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To finalize one or more PO lines individually, select the finalize button just above the PO lines to be finalized.  In this case, we only need to select the finalize button for PO line 1 since this is the only line with an encumbrance.
[image: image14.png]1 ottt ] spocchan [ vewpoReszer (@)

ftem Description Quantty UOM  UnitPrice  Extended At g TrvaTnirastat
[ | [sHoRT Terw senvie ] [1.0000] ea o[ 2so000000]|  2.s0000]

[Juse One Asset ID

- Distribution Lines
ChartFields.

A

Quantity ‘6L

BudgetDate  Entry Event “Account Openitem Fund Department  Program  Bud Ref

1 2,500.00] | | (00730 | [oar2er2008 |69 | | [s3700 Ja| Ja 2012 ]a o113 |a [st161]Q [aPa00s

2 Distby: [Amt_v] Specdchart [] View PO/Receiver BR
tem Description Quantity UOM  Unit Price Extended Amt oy TpyaT/intrastat
[ | [sHoRT TeRM senvie Aq [1.0000 | Ea | | I 000

[Juse One Asset ID

- Distribution Lines
ChartFields.

Amou Quantity ‘GL Uit BudgetDate  Entry Event “Account Openitem Fund Department  Program  Bud Ref

1 0.0 | (00730 | [oar2er2008 |69 | | [s3700 Ja| Ja 2012 ]a o113 |a [st161]Q [aPa00s





After selecting the finalize button, save the voucher.  The Budget Status will change to Not Checked and the Accounting Date will change to today’s date.
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You must then budget check the voucher.
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The finalization process is complete and you have released the remaining PO encumbrance.  A “Y” (Yes) appears in the Finalize PO column of the PO Status Report for the PO lines finalized and the total encumbered amount is zero.
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Key Points to Remember about PO Vouchers
1. Always use the “Copy PO” button to create PO vouchers.

2. Never use the SpeedChart on a PO voucher to enter cost centers.  (It’s okay to use SpeedChart on regular vouchers.)

3. Never delete a PO voucher line.  Change the amount of the voucher line to zero if there will not be a payment for that line on the voucher.
4. When changing a PO voucher line amount, change “Dist by” to “Amt” instead of “Qty.”  This will allow you to change the amount.

5. Do not finalize a PO unless all of your PO vouchers combined will be less than the total PO amount (i.e., an encumbrance will be left after all voucher payments).

6. Run the PO Status Report to review the status of your PO before finalizing.
7. You can finalize a PO voucher before it’s posted or anytime after it’s posted.

8. You can finalize all of the lines of the PO at one time or individual lines of the PO.

9. Always save and budget check the PO voucher after clicking the finalize button.
10. Run the PO Status Report to review the status of your PO after finalizing.
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