Manually Completing Purchase Orders

There have been problems with Purchase Orders not completing after running PORECON.  In many instances, the system does not complete all journal entries necessary to complete a PO.  Many of these purchase orders show a receipt status of “Received” but a po status not complete.  

If you tried to complete a purchase order using PORECON but the purchase order is still showing from the drop down list when entering a PO VOUCHER and showing up in the drop down list for PO RECON, inquire on the purchase order and note whether the Receipt Status is “Received” and the PO Status equal to anything but  “Complete”.  If this is the case, you have the PO Complete problem.  Once there is a received status, it is unlikely the PO will ever close properly.

For the situation above, you can now complete a purchase order from a panel in PeopleSoft.   However, there may be instances where the purchase order still has a balance in the general ledger as a result of journal entries not being created during the normal PORECON process.  You can determine whether a purchase order has a balance by using Theresa's nVision report POQ 131.   This report shows the sum of encumbrances, liquidations, closures and general ledger manual adjustments for each purchase order.  For the purchase orders with a balance in the “Total” column, you will need to make journal entries to zero out the balance.  In addition, if you see an amount in the general ledger adjustments column, you will need to take this into consideration when making your journal entries.  If you double click on any of the columns after kicking off her report, you should get the accounting string(s) for the purchase order.  If you have trouble determining how to make the journal entries, contact me, Robert Harris or Theresa Rodriguez and we will help you.  Below are instructions on how to enter PO encumbrance adjustment journal entries into GL.
Entering PO Encumbrance Adjustment Journal Entries into GL
· The Journal ID must begin with PO to identify it as a Purchasing Journal entry.
· The Transaction Type on the Journal Header panel must be “E” to designate Encumbrance.  
· ..or… You can use the Excel template to create your journal rather than entering it online.  If you go this route remember to choose the Excel Encumbrance Load process vs the one you usually use called EXCEL UPLOAD ACTUALS.  This process will automatically designate the journal as Transaction Type “E”.
· Enter your BU as the Source code on the Journal Header panel.
· The Reference field on the Journal Lines panel must contain the PO ID.
· The offset will be the 8120 reserve for encumbrance account.
The new process to immediately complete your purchase orders should only be used after running PO RECON and should not be used in place of running PO RECON. If you use this process, you may have to manually enter general ledger journal entries to zero out the balance in the general ledger.  

The new procedure to complete purchase orders is under the navigation:

        Go  \  Administer Procurement  \  Manage Purchase Orders  \

        Process  \  UW-Manually Set PO Status

A search dialog box displays with Business Unit and PO ID as the search keys.  The business unit selection is restricted to the operator's own unit.  All fields on the new panel are display-only, except for the pushbutton.  Clicking the pushbutton changes the PO Status on the panel to "Complete".  Then click on the "Save" icon and you are finished. When you have completed this, the PO can no longer be seen in the PO VOUCHER or PO RECON drop down list boxes.

If you have any questions, contact Tina Jaquish 608 262-6550 or Robert Harris 

608 262-2764.

