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GENERAL OVERVIEW OF THE ROLLOVER 

 All campuses should perform the rollover as soon as possible on or after July 

2. If new fiscal year vouchers are entered against prior year POs before roll over, 

the carryover encumbrance balances will not be correct and encumbrance entries 

will have to be entered. PO Rollover must be completed by July 18, 2008. 

  Blanket orders should not be rolled over. If you have classified a PO as a blanket 

in error, correct the PO type on the header panel 

  PO‟s with a balance of less than $50 are not to be carried over.  Please close these 

purchase orders or you need to supply a legitimate reason for rollover. 

 

 

PLEASE READ AND FOLLOW THESE INSTRUCTIONS CAREFULLY.  IF 

YOU DO NOT FOLLOW THESE INSTRUCTIONS EXACTLY, THERE IS A 

POTENTIAL TO ENCUMBER INCORRECTLY 

Preliminary Steps 

 Make sure all PO‟s are edited and budget checked and PO Vouchers have been 

edited and budget checked.  The process will not roll a PO with outstanding 

Change Orders or Vouchers.   Ensure all payments are posted also. 

 Be current with PO Closures (PO Recon Process).  Follow procedures on cleaning 

up purchase orders.  You must close, cancel or complete any blanket orders or 

other orders you know you will not roll.   

 Determine if you want to change the “Distribution Type” from QTY to AMT. See 

Step 2 below. 

Pre Roll Queries and Reports 

1. Run query UW_88_ROLLED_POS_LIST to get a listing of PO‟s rolled the 

previous fiscal year.   Note that whether you have a remaining balance on 

these PO‟s or not, they should not be rolled again.  Please close these PO‟s.  

This query should only show open Purchase Orders rolled over from the 

previous fiscal year. 

 

 
 

2. Run query UW_88_PO_DISTRIB_BY_QUANTITY.  The results show 

purchase orders that were entered by Quantity rather than by Amount.  
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Change these purchase orders to “Distributed by amount” if these will be 

rolling over.  (If you do change the PO to be distributed by AMT rather than 

QTY, be sure to edit, and budget check these PO‟s.)  In this query you will be 

prompted for BU and Accounting dates. 

 

 
 

3. Run nvision Report POADJBAL.  

Navigate to: UW nVISION, nVision Report Request  

 

 
 

Fill in your business unit and Report ID and click SEARCH 

 

 
 

You can run the output to window or Web (click Run Report).  If you choose “window” 

the excel spreadsheet will pop up when the job is completed.  The query will produce a 

listing of purchase orders for the current fiscal year.   You can filter on a variety of 

columns.  Most useful filters are PO type and PO Stat.  If you filter on PO Stat of D or A, 

this will show you open PO‟s.  This should serve as a guide to determine what PO‟s you 

want to roll.  For those PO’s you will not be rolling, they need to be closed and 
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completed AND all balances at zero. Blanket PO‟s must be closed at year-end.  If these 

PO‟s were not classified correctly, change the PO type on the header panel indicating 

this.  Ideally you should focus on the PO‟s that are not blankets as it relates to the 

rollover process.  

 

 
 

Using this report for analysis is explained in more detail in the “Clean Up Current Year 

Purchase Orders” Manual.
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Reviewing Purchase Orders to Roll 

To select PO‟s to roll you first need to run the PO_POROLLVW process.  This process 

selects those PO‟s which are eligible for rollover.   After this is run the first time, you 

may “View” and choose PO‟s to roll without having to run the process again.   

Navigation: Purchasing>Purchase Orders>Budget Year End Processing>Request 

PO Roll View  

 
 

Use an existing run control or to add a run control type in an ID click Add 

 

 
 

You may choose any filters you would like.  First fill in a search ID, this will be used 

when selecting POs to roll in a subsequent process.   Use the “from date” and “to date “ 

option to narrow the filter for the correct fiscal year (7/2/#### - 7/1/#####).  See an 

explanation of some selection criteria following. 

Remember to enter a 

Search ID – this field needs 

to have something in it. Do 

not use more than one 

Search ID. 
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Selection Criteria 

1.  Enter PO information to filter the PO‟s that are returned to the Workbench 

2.  Enter a Buyer if you want to see PO‟s by buyer 

3.  Enter PO Ids for a range of PO‟s you‟d like to roll 

4.  Roll Status provides ability to see PO‟s in various stages 

a.  NONE = will select POs that have not been rolled 

b.  PENDING = will select POs in a Pending Status 

c.  ROLLED = will select POs that have been rolled. 

d.  MID_ROLL=  will select POs that are in a Mid Roll Status 

e. DISQUALIFIED = will select PO‟s that have been identified during PO 

Rollover1 as being in error and, therefore, are not eligible to continue the 

Rollover process  

5.  Chartfield Combinations - if one of the PO distributions meets the criteria, all 

of the open details will be selected, even though the chartfields are different 

6.  Enter a Search ID ot the system will prompt you to enter something in this 

field. 

 

After entering the dates or any other filters, click the “Run” button.   

 

 
 

Choose the server of PSUNX and click OK.  Then check in Process Monitor for the 

process to complete.  This may take SEVERAL minutes (FYI). View the results of this 

process in the next step. 
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Selecting Purchase Orders to Roll 

Next step is selecting the purchase orders you want to roll.   

Navigation: Purchasing> Purchase Orders> Budget Year End Processing> PO 

Rollover Workbench 

 

 
 

Enter in your business unit and a Search ID.  Click the Search Button 

 

 

POs that you selected on the PO selection page appear if they qualify for rollover. POs 

that are canceled, fully vouchered (meaning PO distribution line is reduced to a $0 

encumbrance), on hold, in process, or that have not been successfully budget checked do 

not qualify for rollover and do not appear on this page.  

CHECK 

THIS 

BOX!!!! 
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Distribution lines do not appear if they are canceled, closed or fully liquidated (that is, if 

the Commitment Control Close Flag is set to Y) because they are not qualified for 

rollover.  

 
 

FROM PEOPLEBOOKS: 

PY Encumbrances Open 
(keep prior year encumbrances 
open)  

Select to keep the prior year remaining encumbrances open 
for the selected PO(s). 

Warning! If you select this option, remaining PO encumbrances 
for the prior year are not liquidated, and cannot be liquidated 
going forward.  WE NEED THIS!!!!! 

  

    Click on this icon to view Secondary lines 

 

 

Below are the secondary lines for the specific PO.   
 

 

Distributions displays the Line information detailing the outstanding PO Encumbrance 

amount.  Notice there are 3 tabs (Distributions, Chartfields and More Details) 

 

IMPORTANT – 

CHECK THIS 

BOX!!!!!! 
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Chartfields tab displays the chartfields that will roll for each PO line. 

 

 

More Details 
 

     
 

 

Select the PO or PO‟s you want to roll.  I chose one for demonstration purposes.   

Then click the SAVE button at the bottom of 

the page.   
 
  

Check this box so the 

encumbrance stays in 

the old FY too.   
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Running PO Rollover 

By checking “Keep PY Encumbrances Open”, we only need to run through step one of 

the rollover process.   

Navigation: Purchasing> Purchase Orders> Budget Year End Processing> Request 

PO Roll Open Encum 

 

 

If no existing run control, add a new run control called POROLL1 and click Add.   

 

Enter your Business unit and the dates as indicated.  Make sure the “Budget to Roll to” 

is 07/03/09 or later!!!!!!  Save and Click the Run button. Budget dates will affect those 

POs eligible to roll. See page 12 if some POs stay in a status of pending and do not roll. 
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Make sure server is PSUNX and click OK.  Watch the process in process monitor for 

success.     

 

Batch Budget Check of Rolled Purchase Orders 

Next Step is to Budget Check the rolled PO‟s.  

Navigation:  Purchasing> Purchase Orders> Budget Check 

 Search for a run control or ADD one. 

 

 
 

Budget check by YOUR business Unit 

Click on the RUN button 
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Make sure PSUNX is the Server name and click OK 

 

TROUBLE SHOOTING THE ROLLOVER PROCESS  

Hints: 

 

 The PO must be approved or dispatched and in a posted state. 

 Only Purchase Orders with open quantities and dollars can be rolled. 

 The entire Purchase Order must roll (you cannot roll selective lines).  

 POs with lines finalized at voucher entry will NOT roll. 

 Please contact Janet Larson (608-890-1632) or Liv Goff (608-890-2977) at UW-

System if you have questions. 

 

 

Queries: 

 

Compare your total amount on the POADJBAL nVision report (Fiscal Year 2009 

balances) with the query UW_88_T2J_ROLLED_ENC.  They should be pretty close.  

Please report if there are any discrepancies to UWSA.  

 

 

PO does not rollover and Rollover status is pending: 

 

 More than one Search ID created in Request PO Roll View  

 

Using more than one search ID that includes the same POs will create problems 

with PO Rollover. When you run the rollover process, it is done on a Business 

Unit level. If there is more than one Search ID, it will cause problems when the 

PO rollover process tries to roll ALL search IDs. This often causes POs to stay in 

a pending status. 

 

 Old budget dates 

 

 



 13 

 
 

Click on the Line Details 

Tab to the Chartfields and look at Budget Date 

 
In this case, the POs will not rollover because of the budget date.  In the PO Roll process, 

change the „Budget to Roll from‟ date range to include 6-01-2006. 

 

 

 
 

 


