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In Redesign, to close a PO with $0 remaining balance, go to Transaction > AP Invoices, find the last invoice entered for that PO.   

If the invoice was entered in the current open period, click the View icon and then click the Action button (which will show “Full”) for the line item(s) to change 

the item status from partial to full.  Note:  You may need to zoom out to see that button. 

 

 

If the invoice was entered in a prior closed period, you will need to either  

1. reopen the period in which the invoice was entered and proceed as above – IMPORTANT:  if this option is chosen and you will only be closing a PO with 

zero remaining encumbrance, you may FIRST want to ask HCC to inactivate month-end reporting.  Otherwise, after closing the PO, and then closing that 

period, a new set of month-end reports will be generated. 

 

OR  

 

2. adjust the PO as follows 
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Find the PO and click the View icon for the PO. 

Click the View icon for the 

line item. 

 

 

 

 

In the Encumbrance Impacts popup, click 

Create to enter an adjustment. 

Enter an adjustment with today’s date for 

.01 as shown.   

Click Save and X out of the Encumbrance 

Impacts popup. 

The Total Remaining Encumbrances will 

show 0.01.  
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Invoice the PO. 

Click Save.   

 

 

 

 

 

 

 

You’ll see this message; click the X to close. 

 

 

Go back to Transaction > Purchase Orders, find the PO and click the View button to open it again.  You’ll see the PO has a status of Invoiceable and has a Total 

Remaining Encumbrance of 0.01.  Click the View icon for the line item. 
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In the Encumbrance Impacts popup, you’ll see the Invoice 

listed that was entered to close the PO.   

Click the X for the .01 Adjustment to delete it and confirm. 

 

 

 

 

 

 

 

 

The PO will still be in Invoiceable status.  But at this point, request HCC to run Purchase Order Refresh to change the PO status. 

 

 

 

 

 

 


