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University of Wisconsin System 

SFS Accounting Manual 

Category:  Purchasing Effective Date: 05/01/2009 

Task or Process: 

Clean up current year Purchase Orders    

Revision Date: 05/14/2009 

Contact Information: 

    Name -  Janet Larson Email -  jlarson@uwsa.edu  Phone – 608 890-1632 

    Name -  Liv Goff Email -  lgoff@uwsa.edu  Phone – 608 890-2977 

 

PO Clean-up for Fiscal Year 2009 

Deadline is Monday, July 6, 2009 
Are you new to this task? Please contact Janet or Livvia. 

 

Before PO Rollover, we need to complete (or close) all purchase orders that will not be 

rolled to FY 2010. Complete is the PeopleSoft term for a closed PO.  

 

Following is a list of the criteria that needs to be met before a purchase order can be 

reconciled and completed.   

The PO RECON or the PO Mass Close processes close a dispatched PO and sets its 

status to Complete if any of the following sets of criteria are met for a PO:  

 The PO is dispatched. (Remember to check for POs stuck in approved status.) 

  (Last Activity Date) ≤ (Current Date) - (Close Days). 

Or (this more accurately applies to our configuration) 

 The PO is dispatched. 

 Receiving is not required. 

 (Shipment Due Date) ≤ (Current Date). 

 (Last Activity Date) ≤ (Current Date) - (Close Days). 

 

Please note the above requirement regarding shipment date.  Unfortunately, this may play 

a factor in closing purchase orders.  If you had selected a schedule date which is greater 

than the current date, you might have to change this on the PO first before trying to close 

it.  YOU MAY OVERRIDE THE PO WHEN CLOSING THE PO USING 

RECONCILIATION WORKBENCH.  THE PO WILL CLOSE (SEE PAGE 9) 

 

Each Campus Controller’s Office will notify UWSA that Fiscal Year 2009 PO 

Encumbrance Clean-up is completed by 3PM on July 6, 2009. 

 

Remaining encumbrance balances from PO clean-up must equal the carry forward 

balances that are certified by campus controllers. 

New 
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1. REVIEWING PURCHASE ORDERS FOR ROLLOVER OR 

CLOSURE 
 

Recommendation for reviewing purchase orders for closure is as follows:   

 

 Run the nVision report POADJBAL which lists purchase orders, their PO type, 

PO Status and balances.  This assists in the analysis of PO balances and 

determining POs to close or roll.   

 

Navigation >UW nVision>nVision Report Request 
 

 
 

 Fill in your business unit and the Report id of POADJBAL 

 

 Click on the Search Button 

 

 
 

You can choose Window if you want the report to open in the window or you can choose 

Web and the report will be written to Report Manager and you can open it from there. 

Click on “Run Report”. 
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PO Adjusted Balance Report: 

 

 
 

This is the recommended process to start closing/completing purchase orders.  You will 

need to know how to filter Excel columns to complete many of these tasks and to make 

the most of this report.  At each step you can add a worksheet to the report and cut and 

paste the filtered PO’s. This will depend on your preference and the number of PO’s with 

different characteristics that you need to track for year-end closing process. Follow the 

steps below: 

    

a) Save the report as an Excel spreadsheet. 

 

b) Eliminate the line or lines without PO Numbers, typically the row with (None) 

for PO ID. 

 

c) Sort Due Date in Descending Order. Note POs with a due date after the 

current Fiscal Year-end, i.e., after 200X-06-30.  You will have to override 

these POs in order to close them or manually override using PO 

reconciliation. 

 

d) If any POs are in Status= A, or approved, please review these POs with 

Purchasing. Approved POs will roll if budget checked. 

 

Delete 

this row. 
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e) Filter the PO Status for status NOT EQUAL to C (C equals 

Complete/Closed). DO check POs in status of C for remaining encumbrance 

balances, as an encumbrance entry must be created to eliminate all remaining 

balances, negative or not.  (See instructions on page 15)  

 
f) Click down arrow key next to PO Status and click Custom. 

 
 

You can customize the filter by choosing “does not equal” from the drop down arrow on 

the left and typing in C on the right, if you have not deleted the completed PO’s from 

your list.  Then click OK.  From this point you should only be working on Purchase 

Orders that have not been completed. 

 

g) Before you go any further, you can filter on PO Type for blanket orders, insert 

another worksheet and cut and paste these PO’s that you will want to close 

eventually. All blanket orders must be completed and not rolled.  Go to PO 
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TYPE using Custom and “equals” BLKN, BLKC, etc. Cut and paste these 

PO’s into another worksheet, if you prefer to keep a record. 

   

 
 

h) Next, undo the blanket filters by clicking on “(All)”and then filter for the 

value of zero in the Enc Balance column.  Note that the liquidated amount 

matches the encumbered amount so these purchase orders are fully liquidated.  

You can close all these Purchase Orders unless you would like to leave the 

blanket orders open for a specific time before year-end.  
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i) Next take Enc Balance Filter off (choose all), then filter on Adjusted PO 

Balance = zero.  (Hint you may need to enter 0.00.) 

 

 
 

 If you see an adjustment in the GL Adj column and this PO has not been 

completed, it can now be completed.  Add another worksheet, and cut and 

paste if you prefer to keep track of these PO’s. 

 

j) Now take off the filter for Adjusted PO Balance = zero (choose All). Change 

the filter to Adjusted PO Balance not equal to zero using the Custom filter. 

This will return the PO’s which have balances.  (If you have not deleted the 

non-PO lines, ignore the first line as this reflects salary encumbrances.) 

 

 
This is the list of open purchase orders with a balance.   
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Note:  You WILL NOT BE ABLE TO ROLL ANY PURCHASE ORDERS WITH A 

BALANCE LESS THAN $50, so as a last step, you can filter the Adjusted PO balance 

of greater than $0 and less than $50 and close all these purchase orders. UWSA will be 

monitoring PO balances and see how you are doing closing them. At the campus level, 

the first review should be done the end of April or early May.   

 

All Purchase orders entered for this current fiscal year will either be at a status of 

COMPLETE or you will be rolling this PO.     

 

Once you have run the PORECON process, you may still have problems and the system 

may not complete/close all of your purchase orders.  This may be due to a ship date 

scheduled in the future (change the date) or other issues.  Call Janet Larson (608-890-

1632) or Livvia Goff (608-890-2977) if you are having problems.   

 

Finally, be sure to filter the final POADJBAL nvision report on the PO Status of X and 

C. If balances still exist, for any reason, make sure you have run a budget check on these 

purchase orders.  If there is still a balance on any completed or canceled POs after budget 

checking, you will need to do an encumbrance adjustment for these POs.  Canceled (X) 

or Closed/Completed (C) POs with balances will affect the carry forward encumbrance 

certification balance. 

 

See page 15 on how to enter encumbrance journals to reduce these balances to zero.   

Use query UW_88_KK_PO_ACTIVITY_SUM2 to get the funding and balance information for a 

specific PO.  
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IMPORTANT: 

The encumbrance balances left in the prior fiscal year will be reported to DOA as 

rollover encumbrances.  If there are amounts for $50 or less, these will be analyzed 

and we will not allow them to roll.  Cleaning up balances in the GL and cleaning up 

your purchase orders must be done.  If you need help with any of these procedures, 

please do not hesitate to call Janet Larson or Livvia Goff.   

 

2. RECONCILING OR CLOSING PURCHASE ORDERS 
 

The first step in PO Rollover is to get as many purchase orders as possible in a complete 

status.  After reviewing your purchase orders, you will have a list of purchase orders you 

want to close.  There are a number of ways to close or reconcile purchase orders:  

 

A. Reconciliation Workbench (described below) 

B. Close Individual POs (described below) 

C. The Mass PO Close Process allows a list of POs to be closed and this is described 

in the Mass PO Close Process manual at this link under Accounts 

Payable/Purchasing Manuals:   

http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm 

  

http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm
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A. Reconciliation Workbench: You can reconcile one purchase order or many purchase 

orders by selecting those purchase orders at Reconciliation Workbench.   

 

Navigation:  >Purchasing> Purchase Orders> Reconcile PO’s> 

Reconciliation Workbench 
 

 
 

If you do not have a Workbench ID of RECON, use “Add a New Value”.  

Or if you have already created a RECON run control, simply find the existing value and 

search for it.   

 
There are many filter options: 
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For Example: If you need to reconcile purchase orders relating to a certain buyer.  Enter 

the buyer’s 3 character operator id and  

 

 

Search Criteria: 

 

Range of PO numbers 

Range of PO Dates 

Range of Last Activity Dates 

Range of Due Dates (or scheduled date) 
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A list of Purchase Orders for that buyer will be listed.  You select those you want to 

close.  Once you have checked these PO’s, you will click on the CLOSE button at the 

bottom on the screen.   

 

 

   
 

 

 

 

Click on the 

search key at 

the bottom of 

the page
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The next screen indicates whether the PO’s are qualified or not.   

 

 
 

If they are not qualified see the note below.  The accounting date for action should 

remain the current date because this is the date you are closing the purchase order.  Click 

“Yes” to proceed with the closing.   EXCEPTION – When you close POs for the Prior 

Fiscal Year you can not use a date after the end of the fiscal year. Example, POs for 

FY 2009 can not have a close date after 6-30-09. 

 

NOTE:  If using the close option, you close selected POs to further processing. You 

can OVERRIDE unqualified POs and make them available for closing by checking 

the box next to the PO IDs and clicking the Override button.    

 

 

 

When you are comfortable with the list of POs to close, select “Yes” next to “Proceed:”   

This message will come up as a warning, click on Yes if you want to continue to close 

PO’s.   

 
Remember – Closing POs can not be easily reversed, if at all. 

Override 

Button 

Click override button to move this PO to the Qualified Close 

list 

Exception to accounting 

date when closing 2009 

fiscal year POs after 6-

30-2009, use a date no 

later than 6-30-2009. Do 

not use the current date. 
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B. Close Individual POs 
 

Navigation:  >Purchasing> Purchase Orders> Reconcile Purchase 

Orders> Close Purchase Orders   
 

Search for a Run Control.  A good name is PORECON.   

 

 
 

Remember – Closing POs can not be easily reversed, if at all. 

 

Enter your business unit and PO Number and click on Run.   

 

Pay attention to the Accounting Date. When you close POs to the Prior Fiscal Year 

you can not use a date after the end of the fiscal year. Example, POs for FY 2009 

cannot have a close date after 6-30-09.  If performing this task after the last business 

day of the fiscal year, use the last business day of the fiscal year for the Accounting 

Date. Otherwise the encumbrance liquidations will be created in the next fiscal year 

and this is not the desired result. (Note: Yes, these statements and text boxes are 

repetitive, but the entire process depends on selecting the correct accounting dates.) 

 
 
Fill in Server name and click on the Close Purchase Order checkbox. Click OK. 

See exception for 

accounting date below.  

Closing 2009 fiscal 

year POs, use a date no 

later than 6-30-2009. 
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Closing a PO or PORECON changes the status on a purchase order to “COMPLETE”.  A 

purchase order with a “COMPLETE” status cannot be vouchered against and remaining 

encumbrance balances are liquidated.  This process must be run in order to reverse non-

encumbered amounts; however, the process itself does not change any encumbrance 

amounts on the KK ledger tables. You must run Budget Check on the reconciled PO’s to 

actually correct the tables.  (Please see previous pages for running RECON via 

Reconciliation Workbench) 

 

After you run PORECON or close a purchase order, you must run Budget Check on each 

PO reconciled or you can run a batch Budget Checking process by business unit to 

complete the Recon process.   

 

C. Close a list of POs using PO Mass Close Process: New Feature 
The Mass PO Close Process allows a list of POs to be closed and this is described in the 

Mass PO Close Process manual at the UW-System Training Manuals link under 

Accounts Payable/Purchasing Manuals: 

http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm 

 

Advantage – After determining the POs that should be closed using POADJBAL, the 

entire list can be copied into a spreadsheet and formatted to load a file into SFS. 

 

Last Step in PO Close is to run PO Budget Check 

Navigation: >Purchasing> Purchase Orders> Budget Check  
 

Choose a run control or create one.   

 
This set up runs a Budget Check for the entire business unit.   

Budget Check entire 

Business Unit 

New 

http://www.uwsa.edu/fadmin/sfs/89trainingmaterials.htm
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See below for a specific PO. 

 
 

3. ENTERING PO ENCUMBRANCE ADJUSTMENT JOURNAL 

ENTRIES INTO GL 
 

There are instances when purchase order balances do not get cleared when running 

PORECON.   See next page for an example of a journal to fix a purchase order balance. 

Additional explanation at the end of this document in Appendix 1. 

  

Budget 

Check a 

specific PO 
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 The Journal ID must begin with PO to identify it as a Purchasing Journal entry. 

 

 Enter ENC as the Source code on the Journal Header panel. 

 

 Click on the COMMITMENT CONTROL line, this is where you choose 

“Encumbrance” to designate Encumbrance.  THIS IS IMPORTANT!!!!!!!!! 

 

 
 The Reference field on the Journal Lines panel must contain the full PO ID. 

 

Always click on 

Commitment Control 

link to select 

“Encumbrance” 
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 No offset account is needed but you can use 8120 reserve for encumbrance account if 

you prefer to have a balanced journal.  
 

These journals do not post – Budget Check creates the encumbrance adjustment. 

 
If you have any questions, contact Janet Larson 608-890-1632 or Liv Goff 608-890-2977. 

 

4. PRE-ROLLOVER CONCERN  

 
POs distributed by Quantity instead of Amount 

 
Every year we have concerns with purchase orders that were distributed by Qty rather 

than Amt.  There is a definite problem with PO Rollover when rolling purchase orders 

using QTY rather AMT.  Therefore, before the rollover occurs, each campus must run the 

UW_PO_DISTRIB_BY_QUANTITY query.  This query shows purchase orders that 

are distributed by QTY that are not complete, not cancelled and not blanket orders.   

 

If you plan on rolling any of the purchase orders that appear as a result of this query, you 

should change the PO distribution type from QTY to AMT for the rollover.  We can not 

guaranteeing the results of PO rollover if you do not complete this prior to PO Rollover. 

 

  



close_po_s_fye_2009_draft11.docx10  18  

Appendix 1 

How to resolve Closed PO Encumbrance issues with remaining encumbrance 

balances or negative encumbrance balances. 

 

Look at the PO in WISDM 

 

 

Make sure to select the right 

business unit 

To view PO entries – Look at 

PO Search and PO 

Encumbrance Search 

 Results from PO Search. Problem occurs when a line is not vouchered correctly and the PO is closed. 

This situation happens when a PO line is fully liquidated, additional vouchers associated to the over-

liquidated PO and the line amount is increased on the PO.  

Second issue is when a multiple line PO has vouchers associated to the wrong line, resulting in an over-

liquidated and an under liquidated line. 
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Encumbrance view at 

department search 
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Other causes of remaining encumbrance balances –  

Timing issues with Rolled POs when new-year vouchers entered before roll over. 

New Year POs created with the wrong accounting dates or vouchers entered in the old 

year. 

 
Entering PO Encumbrance Adjustment Journal Entries into GL 
There are instances when purchase order balances do not get cleared when running 

PORECON.   Here is an example of a journal to fix a purchase order balance. 
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 The Journal ID must begin with PO to identify it as a Purchasing Journal entry. 

 Enter ENC as the Source code on the Journal Header panel. 

 If you click on the COMMITMENT CONTROL line, this is where you 

choose “Encumbrance” to designate Encumbrance.  THIS IS IMPORTANT!!!!!!!!! 

 

 
 The Reference field on the Journal Lines panel must contain the exact PO ID.  If not, 

it will not be associated with the PO on the PO adjusted balance report (POADJBAL 

– nvision report). 

 

 
 

 No offset account is needed but you can use 8120 reserve for encumbrance account if 

you prefer to have a balanced journal.  
 

These journals do not post on-line. They are marked as Posted during overnight 

processing. 

 

The budget check creates the encumbrance adjustment entry. 

 

If posting the Encumbrance is required during the day – notify UWSA. 


