Columbia University Finance Training ARC

Job Aid: Change Orders - Closing a Purchase Order with No Vouchers (No Invoices Paid)

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 want to close a Purchase Order prior to the Fiscal Year End, you will need to submit a
Change Order. This job-aid details the steps for creating a Change Order for a Purchase Order where no VVouchers
were applied against it (no invoices were paid).

Closing a Purchase Order with No Invoices Paid

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

< Welcome o ARG

Buying and Paying

f] Create Requisitions
@ Change Orders Jump Page
\ || Requisition Management
By

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

Burchasa Order Review

Or, 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 information you have and click Search

Business Unit = ¥ |[COLUM|Q

PO Number begins ¥ Q

PO Date = v 5

PO Status = Dispatched

Short Supplier Name begins ¥ Q

Supplier ID begins ¥ Q

Supplier Name begin: ¥ Q
Search Clear

Search Result

Personauze|Find|ViewAn|@|E First ‘4" 10f1 ‘» Last

Budget
Business Unit PO ID PO Date Supplier ID Short Supplier Name Supplier Name PO Status Checking Header
atus

1

*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 All | £ B First ‘4 10f1 '} Last

Budget

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

Status

E 1 COLUM 0000073326 07/05/2016 0000010007 APPLE INC-001 APPLE INC Dispatched Valid

*Change Type | Price/Quantity v Create Change Order

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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Job Aid: Change Orders - Closing a Purchase Order with No Vouchers (No Invoices Paid)

ARC

Changing the Merchandise Amount

Maintain Purchase Order
Purchase Order
Business Unit COLUM
POID 0000081271
Copy From
Header (7

PO Date[11/102016

[ Supplier Search

PO Status  Dispatched
Budget Status  Valid

A
i m

[ Hold From Further Processing

Backorder Status NotBackordered

Create BackOrder

*Supplier APPLE INC-001 Supplier Details
1 Receipt Status o
= supplier 1p 0000010007 APPLEING . ’:“‘ f‘e v p—
“Buyer Wi2185 Johnson Wendy R “Dispatch Method L7 per
Amount Summary (2
PO Reference
Header Details Activity Summary. Merchandise 2362200 T
PO Defaults Add Comments Freight/Tax/Misc. 000 dleiaig
PO Activities ‘Add ShipTo Comments Total Amount 2362200 USD
Requisitions Document Status Encumbrance Balance 2362200 usD
~ Actions,
Add Items From (2 Select Lines To Display (2
Catalog tem Search Search for Lines Line Q To [} Retrieve
Purchasing Kit
Lines (7 personalize | Find [ ViewAl | 2| B Frst @ 14014 @ Last

Details || Ship ToDue Date | Statuses | Kteminformation || Attributes | RFQ || Contract || Receiving

Line item Description POQty *UOM  Category Price. ME’“"“""‘:"’ Status
B MacBook Pro 15-inch with Touch 1 161 =
B Bar- Space Gray & 5.0000 EA 43211500 @ 3,229.00000 614500 Approved O [ EI[E
2 B g“"ﬁf‘jf‘”“” CIDRELEES & 1.0000 EA 43211500 J@  2.079.00000 207900 Approved O [ & [E
Es MacBook Pra 13-inch with Touch 5 = =
3 B Sar - Space Gray & 0000 EA 43211500 |@  2.349.00000 234900 Approved O @ EI =]
B MatBook Pro 15-inch with Touch S ,, =
4 B B 51 0000 EA 43211500 |@  3.049.00000 304900 Approved OO [ Rl [=]
Close Short Al Lines.
View Printable Version
View Approvals View Documents Procurement EDM “Goto[... Mare v

[S)save & Submit | |G Returnto Search | [43 Previousin List | [J5 NextinList |1 Nofify || Refresh [E Add || UpdateDisplay

1. Click the Attributes tab under the Lines section.

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

Line Item Description POGty *UOM  Category

= MacBook Pro 15-inch with Touch @@
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 @

]| [Due - @

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.

0.00 0.00 A4
0.00 0.00 4
0.00 0.00 4

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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Job Aid: Change Orders - Closing a Purchase Order with No Vouchers (No Invoices Paid)

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

MEm::fl‘oddf‘i Status
0.00 Approved O ES] ]
0.00 Approved O ES] &3
0.00 Approved (@] = |
0.00 Approved (] [ |

The Schedules page appears.

Maintain Purchase Order

Schedules
Unit coLUm Supplier APPLE INC-D01 PO status Dispatched
POID 0000081271 PODate 11/10/2016

Retlim fo'iain Page:

Lines Find | View All First (&' 10f4 ‘b Last
Line 1 item MacBook Pro 15-inch with Touch Bar - PO Qty 1.0000 EA Merchandise Amt usp
Space Gray

Schedules Personalize | Find [Viewall |G| B Fist @ 1011 @ Last
Defails || Statuses | Shipment || Matching || Receiving | Ereight | RTV
c - k . Merchandise
ched ‘Due Date Ship To PO Qty Price Amount  Status

B [11102016 [ [oiwiesTHs @ =B 1.0000 0.00000 0.00 Active B oE B HEE

Add ShipTo Comments

[Flsave & Submit ||Eh Retumto Search |[+Z] Previousin List ||45] NestinList ||=] Notify |2 Refresh Eh Add_|| £ Updateiisplay

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

Distributions for Schedule 1
Unit COLUM Supplier APPLE ING-0D1
POID 0000081271 ltem 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 usp
SpeedChart Q Mutt-SpeedCharts Doc. Base Amount 0.00 USD
Distribution Personalize | Find | view all | & | B First 4 10f1 &) Last
Chartfields || DetailsTax || Assetinformation || ReqDetail || Statuses || BudgetInformation
Dist Status Percent  PoGy  Merchandise ¢,y “GLUNt  *Account Dept toBus  project Activity !
Open 100.0000] | 1.0000) usD coLuma, 63202 @ [7503202|Q GENRIQ, [URD05343)q 1 a [
« v
oK Cancel Refresh

s

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

o

| Return to Main Page |

Lines

Line 1 [tem

Schedules
Repeat steps 2 through 6 for each Line of the PO.

~
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Job Aid: Change Orders - Closing a Purchase Order with No Vouchers (No Invoices Paid)

Saving and Submitting
1. Click the Budget Check icon.

Maintain Purchase Order

Purchase Order

Business Unit COLUM PO Status  Disparched A
POID DODO01271 Budget Status._Not Chid B
Copy From v Hold From Furiher Processing
Header ¢

Backorder Status Mot

Creale BackOrder
Receipt Status
Dispatch Method Pt
65 Reterarns Amount Summary 7
Mercnanaise 010
FreightTaxMisc. 000 AU
Total Amount 080 U
Encumbrance Balance 2362200 ysD
Add ltems From 5 Select Lines To Display 1
Catalog sem Search Search for Lines Lo QT o | Reme
Purchasing Kit
t of4 & Las
sta Attrbutes | B
' [ & 00 EA w0 o 000000 000 Approved D @ =
B LY 00 E 00 o, 0.00000 0.00 Adproved = ==
B & 0 A T 500000 O m W=
N B witi Touch g 0000 EA [3211500 |@y 0.00000 f &l =]

Ciase Short Al Lines

View Printable Version

New Aparovals View Documents Frocurement DM G0 o[ Woes

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 0000067031

Reason Code | Q

Comment [ELCS

"/ 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.

Look Up Reason Code x
SetlD: 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 11aora (*) Last
Reason Code  Description

ADDPOTERMS Additional PO terms required afier issuance
ADDTIME Additional Time Required for Original Scope
ADDVALUE Additional Value Required for Original Scope
CANCELPO  Cancel PQ for performance issuss
CANCNOFUND Cancel PO due to non-availability of funding
CANFORCONVY Cancel purchase order for convenience
CLOSEDPO  Close PO due fo completed scope of wark
EXHANGE  Cost Adjustment Due to Exchange Rate Change
LABORRATE  Add'l cost due to raw materialilabor rate change
NEWGRANT  Add value due to new available grantfund
NEXTPHASE  Next Phase(s) of a Multi-Phase Project

REDUCE Reduction of PO Value/Quanity

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

4. Type any additional Comments and click OK.

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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