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

If theinvoice was entered in the current open period, clickthe View icon and then click the Action button (which will show “Full”) for the line item(s) to change
the item status from partialto full. Note: You may need to zoom out to see that button.

Invoice # PO#
Date Vendor
2 | 'O Reset
lled Total
Vendor Invoice Date Payment Due
B o
Created Date [ 91,
49
Amounts 1,000,
Invoice Total Cancelled Total 500
174.
0
Items \ \ 2,000,
1,000.
Line Number Description Amount Item Status Check Number Received Account Action [ 1255,
Full

1574
Change status from Partial to Full
n

If theinvoice 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
zeroremaining encumbrance, you may FIRST want toask HCC toinactivate 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. adjustthe PO as follows
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Find the PO and click the View icon for the PO.

Purchase Orders

+ Create | (& Mass Change | & Frint

\endor #

D D PO# Dats Primary Name Invoiceable Total Remaining Encumbrance PO Total Total Paid Total Canceled Total Payable
=215405
0o mrn & @ & 215405 | 07/27/2020 9062 Collins, George true 0.00 90.00 90.00 0.00 0.00
Amounts
CI|Ck the V|eW icon for the Total Remaining Encumbrance PO Total Total Payable
line item.
Total Canceled Total Paid
Qty Units. Description Unit Price Item Total Charges
1.000 Large Orange Bags 90.0000 90.00 $90.00 001-2500-512-0000-000000-000-00-000 =
Total: $00.00
In the Encumbrance Impacts popup, click Encumbrance Impacts
Createtoenteran adjustment.
Legacy Status
Enter an adjustment with today’s date for oL
01 as ShOWI"I Legacy Outstanding
90
Click Save and X out of the Encumbrance + Create h
Impacts popup. Encumbrance Impacts New Adjustment Impact + X
. . Effective Date Arnount Impact Type v Save @ Cancel Referznce
The Total Remaining Encumbrances will 0712712020 90.00  Purchase Order 215405 (@]
show 0.01. 08/31/2020 -90.00 = Disbursement Effective Date | 22 10/15/20 Test1015 (@]
Amount 0
Impact Type Adjustment ~
Reference Adjust to Close Pd]
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Invoice the PO. Invoice # —

CLOSE 215405

Click Save. Date

Vendor
£ 10/15/20

Vendor Invoice Date

Payment Due
s

Created Date

oan

i3

Amounts

Invoice Total
0.00

Cancelled Total
0.00
Items

Fill Clear

D Line Mumber Quantity Original Remaining Payable Description Amount Item Status

Large Orange Bags 0.00 Cancel_Full v

You'll see this message; clickthe X to close. Messages

| « 'Warning - Invoice# CLOSE, item# 1 the amount is 0.00 but an invoice status is entered. |

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.

Amounts
Total Remaining Encumbrance PO Total Total Payable
Total Canceled Total Paid
Qity Units Description Unit Prica ltem Tota Charges \
1.000 Large Orange Bags 90.0000 80.00 %$90.00 001-2500-512-0000-000000-000-00-000 ®
Total: F00.00
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In the Encumbrance Impacts popup, you’ll see the Invoice

listed that was enteredto close the PO.

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

Legacy Status
MNew Item

90

+ Create

Effective Date

100152020
0712772020
08/31/2020
10/15/2020

Encumbrance Impacts

Legacy Oufstanding

Encumbrance Impacts

Amount

0.01
90.00
-90.00
0.00

Impact Type
Adjustment
Purchase Order
Disbursement

Invoice

Reference

Adjust to Close PO

215405

Confirm

Are you sure you want to delete?

Cancel Delete

Test1015

M

CLOSE

CEIE] e

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

PO # Date \endor #

215405  0V/I2772020 9062

Primary Mame

Collins, George

Invoiceable

falze

Total Remaining Encumbrance

0.00
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