Columbia University Finance Training

Training Guide: Closing Purchase Orders

Normally, if you take no action on a Purchase Order at Fiscal Year End (June 30), the Purchase Order will close
automatically. However, if you need to close a Purchase Order prior to the Fiscal Year End, you can do so. This job-
aid details the steps for finalizing a Purchase Order with a VVoucher or closing Purchase Orders by creating Change
Orders. Scenarios for Change Orders include when no VVouchers were applied (no invoices were paid) and Partially
Paid POs (both Amount Only and Quantity Based POs).

Finalizing a PO with a Voucher

You can finalize a PO from a VVoucher that has been paid against the PO. Your Voucher/PO must satisfy the following
or you’ll need to create a Change Order:

e Your voucher must have been paid within the current Fiscal Year; it cannot be for a prior Fiscal Year.
e Finalizing the PO will liquidate only the PO lines attached to this voucher. Other lines not tied to this voucher
will not liquidate and will remain open on the PO.
To Finalize the PO:
1. Click the Buying and Paying tile and then click the Voucher Entry tab.
e T

Create Requisiions

Buying and Paying Requiston Maragemest

] Changs Onder Processing

FrdanEx B
anial 71 Purchase Order Review
“Business Unit cowm Q
X

] Recet Processing

TS Voucher Style | Reguiar Yo

Moo

Or click the NavBar > Main Menu>Accounts Payable> Vouchers>Add/Update>Regular Entry.
2. Click the Find an Existing Value tab.
3. Search and select your VVoucher.

summary || Related Documents | invoice information |anmems Voucher Attributes || Error Summary

Business Unit COLUM
Voucher ID 02280196
Voucher Style Regular Voucher
Invoice Date 08/09/2016
Invoice Received 08/18/2016 [

APPLEING
Supplier ID 0000010007
ShortName APPLE INC-001
Location ACH-01
*Address 2

Save

Copy From Source Document

PO Unit
Invoice Lines (2

Line 1 Copy Down
*Distribute by | Amount v
ttem
Quantity [1.0000
UOMEA
Unit Price [8.099.00000
Line Amount 8,099.00

Calculate

Distribution Lines

Invoice No 4395587126
Accounting Date 08/18/2016
*Pay Terms 00 B Due Now
Basis Date Type Inv Date

*Service Location| US
Voucher Type | Invoice

Action

PO Number

SpeedChart
ShipTo 3022BROADW
Description Mac Pro
Packing Slip
Contract Info 0000000000000000000000

047]1j02/570
4

Invaice Total

Line Total 8099.00

Currency uso

Total 8,099.00)

Difference 0.00

View Documents|
Run Calculate Print
Copy PO Copy From | None

Find | View All

Purchase Order

COLUM|DD0D075219]1]1
Associate Receiver(s)

#I Amount Only
G

Personaiize | Find | view Al | 7| BB

Non Merchandise Summary
Session Defaults
Comments(0)
Attachments (0)

Template List

Agvanced Supplier Search
Approval History

Supplier Hierarchy
Supplier 360

Pracurement EDM

k)

Q

Go
First (@ 10f1 @ Last

One Asset

First (4 1of1 (&) Last

GLChart || Exchange Rate || Statistics || Assets

SopY  Line Merchandise Amt  Quantity "GLUnit  Account Dept PC Bus Unit  Project Activity Initiative Segment Site Fund
£,099.00 1.0000 COLUM 68025 5110304 GENRL UR004405 a1 60600 ss4127 Usa 01
« »

4. On the Invoice Information tab, click the Finalize Document icon.
5. Click Yes for the pop-up Message relating to finalizing the distributions for the line.

Message

This action will finalize all eligible distributions for this line. Continue? (7030,344)

Yes i No

6. Click Save.
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The Distribution Line will display a PO Finalized flag.

Distribution Lines Psrsnnauze\qu\vuawmu@\E First (&) 10f1 &) Last
GLChart || Exchange Rate || Statistics | Assets

COBY Line  Merchandise Amt  Quantity Ste Fund  Function Affiliate found openitem Budget Date Finalize | PO Finalized

8,099.00 10000 USA 01 335 072912016 |

4

3

This liquidates the PO encumbrance and the PO will close after 90 days. You will continue to see the PO on the Open
Commitment report, but it will show as having $0 encumbrance.

Creating a Change Order

If your PO does not meet the requirements needed to Finalize with a Voucher, you must close the PO by creating a
Change Order.

1. Click the Buying and Paying tile and then click the Change Order Processing tab.

Buying and Paying Al < Welcome 10 ARC

] Create Requisitions

g.:.).f Change Orders Jump Page

LY *] Requisition Management
—

PO Change Order Jump Page
7] Change Order Processing
Enter any information you have and cick Search

Burchasa Order Review

Or, you can click the NavBar > Main Menu>Purchasing>Purchase Orders>PO Change Order Jump Page. The
PO Change Order Jump Page Appears.

Change Orders Jump Page

PO Change Order Jump Page

Enter any informatien you have and click Search

Business Unit = v|columa
PO Number bagin: ¥ a

PO Date = T W

PO Status = Dispatched

Short Supplier Name begin: v Q

Supplier ID begin: v Q

Supplier Name begin: ¥ Q
Search Clear

Search Result

Personaiize | Find | viewal | 2] B Fist 0 1011 Last
Budget
Business Unit oD 7O Date Suppler 1D Short Suppler Name Supplier Hame PO Status Checking Header
Statu

“Change Type | Price/Quantity v Create Change Order

=] Notify

3. Enter the PO Number or other Search attributes.
4. Click Search. The Search Result appears.

Search Result

Personalize | Find | View Al | &) B First ' 10f1 ® Last

Budget

Business Unit POID PO Date Supplier ID Short Supplier Name Supplier Hame PO Status Checking Header

Status

E 1 CoLUM 0000073326 07I052016 0000010007 APPLE INC-001 APPLE INC Dispatched Valid

*Change Type Price/Quantity v Create Change Orcer

5. Select the PO you want to close from the Search Results.
6. Select Price/Quantity from the Change Type dropdown.
7. Click Create Change Order. The Maintain Purchase Order page appears.
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Maintain Purchase Crder

Purchase Order

Business Unit COLUM PO Status Dispached
POID 000008127 Budget Status valia
Copy From
Header
*PO Date 111102018 W

Backorder Stalus. Mot Backorders

*Supplier
Recaipt Status Nat Recud

*Dispatch Method P

Calcuiate

Add ltems From g

Giase Snort All Lines

Ve Printale Version
View Approvals View Dosuments Procurament EDM -

fsave & Submit | [ Retum o Seareh | [43) Previousin List |[4] NestinList || =Nowty | [ Refesn Y

Follow the steps in the next sections for the relevant PO types.

Closing a PO with No Vouchers (no invoices paid)
1. Click the Attributes tab under the Lines section.

Lines (2 Perso
Details Ship To/Due Date Statuses Iltem Information RFQ Contract Receiving

Line Item Description POQty *UOM  Category

Eh MacBook Pro 15-inch with Touch g
2. Select the Amount Only flag for each Line if it is not already selected.
*Price Date Amount Only

v| [Due v @

v| [Due v 7]

v [Due v @

v| [Due v i

Confirm the popup Message regarding the PO Quantity.
3. Click the Details tab.
4. Change the Price and Merchandise Amount fields for all Lines to 0.00.

Price Mem:i:‘:dfﬁ 4
0.00 0.00 A
0.00 0.00) A
0.00 0.00| A

Confirm the popup Messages regarding the creation of a Change Order and allocating the changed amounts on the
distribution.

5. Go back to the Attributes tab and un-check the Amount Only checkbox.

Amount Only
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Changing Distribution/ChartField Settings
1. Go back to the Details tab.
2. Onthe first Line of the PO, click the Schedule icon.

Merchandise
Amount

Status

0.00 Approved [} EE]

E5

0.00 Approved [} ES] g

0.00 Approved ] ES) 1|

0.00 Approved o ES)

[+

The Schedules page appears.

Maintain Purchase Order

Schedules
Unit COLUM Supplier APPLE ING-001 PO Status Dispatched
POID DODODB1271 PODate 1110/2016

Return to Main Fage!

Lines Find | View All First &) 10f4 ‘2 Last
Line 1 ftem MacBook Pro 15-inch with Touch Bar- PO Qty 10000 EA Merchandise Amt usD
Space Gray
Schedules Personalize | Find | View All | £ | E First ‘4 10of1 ‘&' Last

Details Statuses Shipment || Matching Receiving Freight || RTV
Sched *Due Date *Ship To *PO Qty Price Merchandise  status
B [11/1012018 5 [FoiwiesTHs o = 1.0000 0.00000 0.00 Active T o B E =] =]
Add ShipTo Comments

[FlSave & Submit || (g Return to Search +E] PreviousinList | |45 Nextin List [=] Notify || &% Refresh E Add Update/Display

3. Click the Distribution/ChartFields icon.
The Distributions page appears.

Distributions for Schedule 1
Unit COLUM Supplier APPLE INC-001
POID 0000081271 Item MacBook Pro 15-inch with Touch Bar - Space Gray
Line 1
Schedule 1 Status Active
*Distribute By | Quantity v Schedule Qty 1.0000
*Liquidate By | Quantity v Merchandise Amount usD
SpeedChart QU Multi-SpeedCharts Doc. Base Amount 000 USD
Distribution Personalize | Find | View All | \ E First ‘&) 10f1 &' Last
Chartfields | DetailsiTax | Assetinformation || ReqDetail | Statuses || Budget Information
Dist Status Percent PO Gty ”E’“x;‘"“u“u‘:i Currency “GLUNt  *Account Dept ng‘“‘ Project Activity
Open 100.0000| 1.0000 usD COLUMGQ, (63202 Q [7503202|Q [GENRLQ, |URDO5349|Q (01 @, |
Al »
OK Cancel Refresh

4. Change the Distribute By dropdown to Quantity.
5. Change the Liquidate By dropdown to Quantity.
6. Click OK to go back to the Schedules page and click Return to Main Page.

I Return to Main Page I
Lines
Line 1 tem
Schedules

7. Repeat steps 2 through 6 for each Line of the PO.
8. Refer to the Saving and Submitting section.
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Closing a Partially Paid Amount Only PO

The following details how to close an Amount Only PO that you partially paid and do not intend to pay further.
1. On the Main page, click the Schedule icon for the first Line of the PO.

Merchandise
Amount

Status

0.00 Approved O @

[2F]

0.00 Approved (@] [ [

0.00 Approved o = |

0.00 Approved [ T G

The Schedules page appears.

Maintain Purchase Order

Schedules
Unit COLUM Supplier APPLE INC-001 PO Status Dispatched
POID 0000081476 PODate 11/14/2016

et o Wain Page;

Lines Find | View All First ‘&' 10f6 '*' Last
Line 1 Item LG UltraFine 4K Display - 21.5-inch PO Qty 1.0000 EA Merchandise Amt 524.00USD
Schedules Personalize | Find | View Al || B8 First (4 1011 (&' Last

Details || Statuses | Shipment | Matching | Receiving | Freight | RTV

. 5 = Merchandise
Sched Due Date. ship To PO Gty Price. Amoun: Status

1 B 11142016 T01W168THS = 1.0000 524.00000 524.00 Active L) ® =

Add ShipTo Comments

[FISave & Submit | [&F Returnto Search | [I=] Notity | [ Refresh B Add_| [ & UpdateDisplay

2. Click the Distribution icon. The Distributions page appears.

Distributions for Schedule 1

Unit COLUM Supplier APPLE INC-001
POID 0000081476 item LG UltraFine 4K Display - 21.5-inch
Line 1

Schedule 1 Status Active

*Distribute By | Quantity

Schedule Gty 1.0000
“Liquidate By | Amount Merchandise Amount 52400 USD
SpeedChart; Q Muli-SpeedCharts Doc. Base Amount 52400 USD
Distribution Personalize | Find | view Al | 2| B Fist (& 10r1 @ Last
Chartfields DetailsiTax Asset Information Req Detail Statuses Budget Information | [[F=0
Dist  Status Percent Poqty ~ Merohande curency  GLunit  Account Dept PC Bus Uit Project Activity
1 Gpen 100.0000/ 1.0000 524.00 USD coLum 61925 7563418 GENRL URDO7847 01
‘ »

3 Cancel Refresh

3. Click the Budget Information tab to view the Expensed To Date field and copy the amount.

Distribution Personalize | Find | ViewAl |2V B First (© 10f1 ) Last
Chartfields | DetailsTax | Assetinformation || Req Detail || Statuses || Budget Information ||[E=h
Budget Encur ince Encumbered Base Expensed Commitment Control
e Percent  giatus Budoli Balance  CUSNSY BascBalance  Curency  ToDate =] Close Flag
1 Open 100.0000) Valid 11142016 0.00 USD 0.00 USD 20000 | [
“ »
OK Cancel Refresh

Note: If you have more than one distribution line you will need to add up the Expensed to Date amounts for each
line to calculate the total Expensed To Date amount.
4. Click the Statuses tab.

If you have an Open distribution line that has no expenses against it, you need to cancel that line by clicking the X
for the Open Distribution line.

Chartfields  Details/Tax  Asset Information  Req Detail | Budget information

Dist Status Percent Chartfield Status Peg Status

1 Closed 48.8818Valid Not Pegged =

2 51.1182 Valid Not Pegged E &=

Click OK to return to the Schedules page.
Click the Price Adjustment icon.

o o
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7. Set the Adjustment Amount to the total Expensed to Date amount and click OK.

IMessage

This action will create a change order. Continue? (10200,27)
The action that you are taking will cause the system to create a change order. If you do notwant to create a change order, then you cannot perform the action at this time.

Yes No

FETST
pent || Matching || Receiving | Ereight | BTV

. - Merchandise

* *
Ship To PO Qty Price ‘Amount Status
701W168THS [ 1.0000 52400000 524.00 Active ST = [l [=]
Price Adjustments for Schedule 1
Unit COLUM Supplier APPLE INC-001
POID 0000081476 ftem LG UltraFine 4K Display - 21.5
Line 1
Schedule 1 Status Active
Adjusted Price 524.00000 Current Price 524.00000 USD
Change Price Sort Value Adjustments
Value Adjustments Find | View All First &) 10f1 &/ Last
*Seq 1 *Type BAS Base Base Price Type: User
*Adj Meth Adjustment Amount
Amt v 200
System Adjustment Info
Ship To Actual
uom Qty Needed
OK Cancel Refresh

Respond Yes to the pop-up Message regarding the creation of a Change Order and click OK for the next pop-up

warning Message.
8. On the Schedules page, click Return to Main Page

I Return to Main Page I
Lines
Line 1 Item
Schedules

and repeat steps 1 through 6 for each PO Line.
9. Refer to the Saving and Submitting section.
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Closing a Partially Paid Quantity Based PO

The following details how to close a Quantity based PO that you partially paid and do not intend to pay further.

1. On the Main page, click the Activity Summary link.
ARC |

Favorites  Main Menu > Purchasing > Purchase Orders > Add/Update POS (ol

Home | Workist | Add to Favorites

) New Window [/ C|
Maintain Purchase Order
Purchase Order

Business Unit: CcoLuM PO Status: Dispatched A

POID: 0000029989 Budget Status: Valid P
Hel)

Copy From: s Hold From Further Processing

*PO Date: 0272512014 §j Vendor Search

Backorder Status: Not
“Vendor: Vendor Details e ordereq  Steate BackOrder
Receipt Status: ived
“Vendor ID: APPLE INC o =
"""""" “ : ¥ ispatch
ayer SohnsonWendy R Dispatch Method: Print N
PO Reforence: T ——
Header Details | Merchandise: 5.289.94
PQ Defaults Froight/Tax/Misc.: 0.00 Calculate
Reguisitions Total Amount: 528994 USD
BO Activities Encuniiance 2800 usp
Balance:
‘Select Lines To Display
Purchasing Kit Catalog tem Search

Line: O Ta: ) Retrieve

The Activity Summary page appears on a new browser tab.
2. Click the Invoice tab. Take note of the Quantity Invoiced field.

Activity Summary
Business Unit: CoLumM PO Status:
Purchase Order: 0000029989 Vendor:
Merchandise Amount: 5,289.94 USD
Merchandise Receipt: 5,289.94 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 5,289.94 USD
Merchandise Matched: 5,289.94 USD
Details  Receipt Matched | RTV | )
Line ttom Htem Description uom Quantty | Amount only
1B MackBook Pro 13-inch with Reti EA 1.0000!
2B Apple Care Protection Plan - 1 EA 1.0000
3| Mini Display Port to DVI Adapt EA 1.0000
4 B MacBook Pro 1t inch with Retin EA 1.0000
5B Apple Care Protection Plan for EA 1.0000
()Y Apple Thunderbolt cable (2.0m) EA 1.0000!
7B Mini Display Port to Dual-Link EA 1.0000}
3. Click Return to Main Page and change the PO Qty for each Line to be equal to the Quantity Invoiced.
(DR svelovusDa | Stauses fominfomaton | Atbuies | RFQ  Cousa  Receing | [T
Une tom Description [Foay Juom category price e oeae
WH Extomal Batery Caso,
1T R e aom e @[ 30000 fA  [11180Q 830000000 %000 Apoved @ [ @ E
Guote 00006750
WH Akalne Batiery Pack
2 ®» (factory degaussed}QUOTE €3] 100000 FA (2511190 [100.00000 1,000.00 Approved | (O
00006754
48 VDC WH Cable, 5
3 [ mm:{"’;,:: [ 10000 A [2511190Q [650.00000 650.00 Approved | O ] BE
‘Supply)- QUOTE 00006794
LADCP Star cae -
< B Schvoria2WHADCP @] 10w fa  smrisoq (170500000 s apoes O [ EE
‘QUOTE 00008734

Respond Yes to the pop-up Message regarding the creation of a Change Order.

Message

This action will create a change order. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannot perform the action at this time.

Yes No

4. Refer to the section on Saving and Submitting. If you have an Open distribution line with nothing expensed against
it, refer to the next section.
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If You have an Open Distribution Line

If your Quantity based PO has Open Distribution Lines that have no expenses against them, you need to cancel those
Distribution lines. After following the steps from the previous section, follow these steps:

1. On the Main page, click the Schedule icon.

Mamgfrr":llii Status
0.00 Approved [} ES] &
0.00 Approved o = Jud
0.00 Approved o [ ||
0.00 Approved [} ES) &

The Schedules page appears.

Maintain Purchase Crder

Schedules
Unit COLUM Supplier APPLE INC-001 PO Status Dispatched
POID 0000081476 PODate 11/142016

Return to Main Paged

Lines Find | View All First ‘4 10f6 ‘F' Last
Line 1 Item LG UltraFine 4K Display - 21.5-inch PO Qty 1.0000 EA Merchandise Amt 524.00 USD
Schedules Personalize | Find | View All | I@| E First ‘4 10f1 ‘b Last

Details || Statuses || Shipment || Matching || Receiving || Freight | RTV

Sched *Due Date *Ship To PO Qty Price "‘E’“:i:‘o"ﬁ; Status
1 & 11142016 TD1W168THS = 1.0000 £24.00000 52400 Active T & & [+ [=]

Add ShipTo Comments

[§lsave & Submit || [@h Returnto Search | |[=] Notify ||£¥ Refresh Ek Add Update/Display

2. Click the Distributions/Chartfields icon. The Distribution page appears.
Chartfields Details/Tax Asset Information qu Detail

T | Budget Information

Dist Status Percent Chartfield Status
1 Closed 48.8818Valid =l =
2 Open 51.1182 Valid

Click the Status Tab.

Click the X icon for open Distribution Lines that have no expenses against them.
Click OK and click Return to Main Page.

Repeat steps 1 through 6 for each line.

Refer to the Saving and Submitting section.

© N o U s
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Saving and Submitting
1. Click the Budget Check icon.

Maintain Purchase Order
Purchase Order
PO Status  Dispatcried
BUOp! SIS Not Chi'd BB
v Hold From Furier Processing
W Suppl
Backorder Status  Not Backordersd Craste BackOrder
Suppler Details
] Receipt Statws Not Recy
+suppter iy 0000010007 s Mot
prata Dispaich Method P11
Amount Summary (7
BO Reference
Header Details Werchandise 000 ~
PO Defaul FreignuTax/Misc. 0.00 D
Total Amount
Document Status Encumbrance Balance
Add htems From (¢ slect Lines To Display (7
Catalog tem Search Search for Lines Line & o aQ Retrieve
Purchasing Kit
Lines (7 Personalize | Find [ ViewAll |0 | B First 0 14014 @ Last
Details | Ship To/Due Date | Statuses || fem informaton || Attributes | RFQ | Contract | Recaiving | )
Line ttem Descrption POGly "UOM  Category Price  Merchandise g,
B Mackook o {5nch wih Touch @ oo s [szrisno Ja, | 000000 0mprees O @ [
2 B i with Reiesa 5K [} 16000 EA a, 500030 000 Approves O [ B[
3 B =] 0000 EA 43211500 |@ 0.00000 000 Approved > [ BI[=
4 B ® 1.0000 EA 0.00000 000 Approved 3 [ [ =)
Ciose Shart All Lines
rsion
View Documents Procurement EOM Goto[ o .
G Retum 1o Search | |1] Previous in List | [+(5] Nextin List | [ Notty | [ Remesn A Add

2. Click Save & Submit. The Reason Code and Comment page appears.

Enter a reason code and comment for making changes that are being tracked

Unit CoLUM POID DODODG7031
Reason Code | Q,
Comment I
i
[ use same Reason Code
oK Cancel Refresh

3. Click the Search “* icon to select a Reason Code and selecting the appropriate reason from the list.

Lock Up Reason Code x
SetiD CUSET
Reason Type: Procurement Change

Reason Code:| begins with v

Description begins with v
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘4 1140114 B Last
Reason Code  Description

ADDPOTERMS Additional PO terms required after issuance

ADDTIME Additional Time Required for Original Scope
ADDVALUE Additional Value Required for Original Scope
CANCELPO Cancel PO for performance issues
CANCNOFUND Cancel PO due to non-availability of funding
CANFORCONV Cancel purchase order for convenience
CLOSEDPO Close PO due to completed scope of work
EXHANGE Cost Adjustment Due to Exchange Rate Change
LABORRATE  Addcostdue to raw materiallabor rate change
NEWGRANT  Add value due to new available grantfund
NEXTPHASE Next Phase(s) of a Multi-Phase Project
REDUCE Reduction of PO Value/Quantity

SHIPTOL Shipping & Handling Exceed AP Tolerance
TIMEVALUE Additional Time Value Required for Original Scope

4. Type any additional Comments and click OK.

oo
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Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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