Q3 - How do | disencumber a Purchase Order?

To disencumber a Purchase Order, access PeopleSoft.

From the Tools page on the UTSW website, select PeopleSoft.
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https://www.utsouthwestern.net/intranet/tools/

The following screenshots are from a job aid published by PeopleSoft:

What is the Department PO Workbench?

The Department PO Workbench allows departments to close their own Purchase Orders which releases
encumbered funds back into a budget.

The Department PO Workbench is for manually closing Purchase Orders created with our External
Suppliers. The workbench excludes all Interdepartmental Request (IDR) type of Purchase Orders.

It is imperative that a PO is not manually closed until the Department has determined that all goods
and/or services are received and payments are made prior to closing a Purchase Order.

A Closed PO cannot be reopened. Therefore, it is imperative that thorough research be conducted to
ensure that there is nbthing outstanding for the PO before manually closing a PO using the Department
PO Workbench.

Who can manually close a Purchase Order for your department?

Only employees that have been assigned to the Department PO Close role by a Department’s Lead
Administrator via Maintain Departmental Contacts page in PeopleSoft HCM will have access to close
Purchase Orders for the department. There can only be 2 employees assigned to the Department PO
Close role per department.



Q3%20-%20Disencumbering%20POs%20Job%20Aid.pdf

How to use the Department PO Workbench to manually close a
Purchase Order.
Only employees that have been assigned the DEPARTMENT _PO_CLOSE role for the department(s) used

in the Purchase Order’s chart of account (COA) string(s) are authorized to manually close a Purchase
Order.

It is important to note that if a Purchase Order has been split between multiple COA strings as long as
the employee has authorization for one of the departments, they are authorized to close the
Purchase Order.

The Department PO Workbench only allows for the entire PO to be closed.

If the department needs to only close a particular line(s) they must contact their Buyer.

You should only close Purchase Orders with an Accounting Date in the current fiscal year.

If the department needs to close a Purchase Order from a prior fiscal year they must contact their
Buyer.

Navigation: PeopleSoft > Employee Self Service (ESS) > Department PO Workbench > Add a New
Walue tab

Department PO WorkBench




Department PO WorkBench

Enter any information you have and click Search. Leave fields blank for a |

Find an Existing Value [ Add a New Value J

Search Criteria

*Business Unit[ = v | poooo Q
WorkBench ID| begins with v
Description| begins with «

[ case Sensitive

Search Clear Basic Search IQ'IE] Save Search Criteria

We recommend that you use your USTW USERID b/c all employees can seefuse any WorkBench 1D.

It is best practice for an individual to use their own Workbench 1D.

Using your UTSW USERID is an easy way to remember your WorkBench ID.

Department PO WorkBench

Find an Existing Value Add a New Value

*Business Unit 20000 |3
WorkBench ID|KWAYMA|

Add

| After entering your UTSW USERID for the WorkBench ID, click the Add button.




Buyer's WorkBench
Select a Purchase Order
Business Unit 20000 WorkBench ID KWAYMA
Description

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order | =3

Search Return to Buyer's WorkBench

=] MNotify || &F Refresh

Use the Magnifying glass icon to search for the Purchase Order.

Only one Purchase Order is allowed to be closed at a time.

After selecting the Purchase Order, click the Search button.

Buyer's WorkBench
Select a Purchase Order
Business Unit 20000 WorkBench 1D KWAYMA
Description
Enter search criteria and click on Search. Leave blank for all values

Search Criteria

Purchase Order 5000089330 a,

Search Return to Buyer's WorkBench

[=] Natify | | 2% Refresh




Enter a Description for your WorkBench 1D, such as “Your Name Workbench”.

| After entering a WorkBench 1D, Click the Sawe button.

Creating a WorkBench ID and Description is a onetime setup.

It iz best practice to search and select your WorkBench 1D each time that you use the Department PO
Waorkbench.

There are two tabs of columns displayed in the List of Purchase Orders grid, Detail and Other.




Columns on the Detail Tab include:

Purchase Order The PO that you selected to manually close

Doc Status Clicking this icon, opens the PO Document Status Inguiry

Change Order Shows the number of Change Orders (revisions) that have been made to the PO
Blanket PO (not used by UTSW)

Lines Clicking this icon, displays the lines on the PO

Calumns on the Other Tab include:

Prorurement Card

hot used by UITSW

Go to PO Activity Summany

Clicking this icon, opens the PO Activity Summary Inguing

Edit the PD

Clicking this icon, opens the PO Inguiry.

| iy Binssre in the Burrhacinng Neaarfment maow adit 0 Burcbgss Ordar |

| To close the Purchase Order, click the Close button.

Action:

Close

Budget Check




If the PO displays in the Mot Qualified Box, click the Log icon to see the reason why.
Common reasons that a PO is “Mot Qualified” to be closed:
1} There is an active PO Voucher that has not been matched or budget checked.

2} The PO has a budget error
3} ThePOisin ‘Hold® status

Mot Personalize | View All | (E1 First ‘4 1o0f1
Qualified b Last
PO 1D Log

] %2

| The Purchase Order must display in the Qualified Box in order to proceed.

Buyer's WorkBench
Processing Results

Business Unit 20000 WorkBench 1D KWAYMA
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Accounting Date for Action 027262021
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You should only close Purchase Orders with an Accounting Date in the current fiscal year.

If the department needs to close a Purchase Order from a prior fiscal year they must contact their
Buyer.




Click the Yes button to proceed with closing the PO.

Yes No Retumn to Buyer's WorkBench

Proceed:

= Nofify | |« Refresh

| Click the Yes button to continue to Close the PO.

i

Message

[Continue to Close POs)(10224,10) |

Mo

The PO will display in a Complete status after is has been manually closed.
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| Click the Budget Check button, to release the funds back into the Budget.

Action:

Budget Check

Close




Click the Yes button to proceed with budget checking the PO.

Proceead:

Yes

No

Retumn to Buyer's WorkBench

| Click the Yes button to continue to Budget Check the PO.

Message

Continue to Budget Check POs

{10224,69)
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Use the Purchase Order Inguiry to confirm that the Purchase Order is Closed and the Open

Encumbrance was been released.

PO Information > Purchase Orders

Mavigation: PeopleSoft = NavBar > Financials Supply Chain > Purchasing > Purchase QOrders > Review

PO Header Status Complete
Encumbrance Balance 0.00
LPOVI inef=l Stats : Closed

Purchase Order
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